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RESOLUTION 


Resolved, That the Committee on House Administration, or any sub- 
committee thereof, is authorized to conduct a full investigation and study 
of the operations of federally operated printing services with particular 
reference to the administration, by rule, regulation, or otherwise of the 
provisions of law to Government printing, binding, reproduction, and 
distribution services, the sale and distribution of Government publications, 
and Government paperwork in general. For the purpose of carrying out 
this resolution the committee, or any subcommittee thereof, is authorized 
to sit and act during the present Congress at such times and places in the 
United States whether the House is in session, has recessed, or has ad- 
journed, to hold such hearings and to require, by subpena or otherwise, the 
attendance and testimony of such witnesses and the production of such 
books, records, correspondence, memoranda, papers, and documents, as 
it deems necessary. Subpenas may be issued under the signature of the 
chairman of the committee or any member of the committee designated 
by such chairman, and may be served by any person designated by such 
chairman or member. À 





H. RES. 262, 84TH CONGRESS, 1ST SESSION 
| 





Scope oF Tunis REPORT 


The scope of this report on the subject of forms management in the 
United States Government includes information concerning depart- 
mental and agency forms, United States Government standard forms, 
and standard accounting forms prescribed by the Comptroller General. 
Much of the information in this report was obtained from replies to 
letters of inquiry which were directed by me, as chairman of the sub- 
committee, to the heads of departments and agencies. In addition to 
the information obtained from replies to these letters, numerous dis- 
cussions were held with representatives of departments and agencies, 
including those referred to in the Hoover Commission report, which 
have stated responsibilities set forth by statute concerning reports 
control and forms management. Information was also developed at 
hearings held by the subcommittee with responsible officials in the 
Bureau of the Budget, General Accounting Office, and the General 
Services: Administration, 
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ERE Wie hh AAG RATED poe Pale eis 





ny | | Calendar No. 1202 


BATH CONGRESS ! HOUSE OF REPRESENTATIVES Report 
9d Session No. 2945 


FORMS MANAGEMENT IN THE UNITED STATES 
GOVERNMENT 


Jury 26, 1956.—Committed to the Committee of the Whole House on the State 
of the Union and ordered to be printed 


Mr. Hays of Ohio, from the Committee on House Administration, 
submitted the following 


REPORT 


[Pursuant to H. Res. 262] 


The Committee on House Administration, pursuant to the authority 
contained in House Resolution 262, 84th Congress, and its Sub- 
committee on Printing which was appointed to study federally oper- 
ated — services and Government paperwork in general, herewith 
report its findings on the subject of jou management iu the 
United States Government. 

The broad term “paperwork management" encompasses many ele- 
ments of Government activity, among which are correspondence, 
forms, reports, directives, instructions, and publications. Related 
to these elements are: Correspondence management, concerned with 
letterwriting; publications management, concerned with selection of 
media, review for essentiality, preparation, format, production, and 
distribution of publications a alte: records management, concerned 
with the filing, retention, and disposal of official documents; and forms 
management, concerned with the review for essentiality, functional use, 
design, printing, and distribution of forms of all types. 


NEED ror Forms MANAGEMENT 


The involved and complex operation of the Federal Government 
has long invoked criticism by the public and some officials of the 
Government, in large measure because of the related paperwork, 
especially forms and reports. It is generally agreed that much of the 

ministrative redtape and complexity of Government operations 
stem from the use of uncontrolled and uncoordinated forms. Need- 
less to say, the volume of clerical and administrative activities in 
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Government operations is largely related to the number and type of 
forms involved in the day-to-day routine. Practical and progressive 
management is now giving increasing recognition to the value of scien- 
tific forms management to standardize and coordinate operational 
procedures effectively and to maintain economy of operation. 

Forms management, including the consideration of related func- 
tional analysis and design, offers one of the most practical methods by 
which management may eliminate duplication and overlapping of 
operational routines, and at the same time provide, in the case of 
necessary procedures, one of management’s most effective aids- 
i. e., correct, scientifically designed forms, together with carefully 
considered and coordinated related procedure. 

Evidence of the need for “forms management” in the Government, 
as it has been more recently termed, was indicated as long ago as 1888. 
Mr. Cockrell, from the Select Committee T'o Inquire Into and Examine 
the Metbods of Business and Work in the Executive Departments of 
the Government, stated in Senate Report 507 of the 50th Congress: 


'The most feasible and practical remedy your committee can suggest is * * * to 
select a committee or commission of three competent, industrious, painstaking 
officers or employees of their respective departments most familiar with the 
existing methods of business therein, and with correct, proper, and prompt busi- 
ness methods generally, and not wedded to the idea that the age of the existing 
methods has made them the only correct and prope: ones, or that any change 
therein will be an improvement. 

The committee or commission in each department shou!d personally trace from 
inception to final disposition the various classes of publie business therein trans- 
acted, ascertain the exact number of persons, officers, or employees through whose 
hands the same passes, the time, attention, and labor devoted thereto by each, 
the kind of work done thereto by each, and the entries and records made by each. 
With these data plainly and fully before them and understood by them, they 
ought then to be able to determine with certainty, safety, and accuracy exactly 
what can be omitted, what ought to be added, and the safe and proper changes to 
be made, and then prepare judicious, safe, and correct methods for the transaction 
of the various classes of public business, so that they can be finally disposed of 
with the greatest possible degree of correctness and promptness and with the least 
possible labor, briefing, notating, and copying, and with the smallest number of 
record entries and record books, and by passing through as few different hands as 


possible, etc. 
* * * * * * * 


If it should be found that legislation is necessary to adopt or carry out the pe: 
posed methods, the requisite legislation should be prepared and submitted to 
Congress for consideration and action. 


_ Morerecently, Dr. Wayne C. Grover, Archivist of the United States, 
in — before a hearing of this subcommittee on April 30, 1956, 
stated : 


The records-management problem in all of its phases is essentially a new problem 
in the United States Government. When we organized the National Archives 
back in the early thirties, 1935, we sort of went on the assumption that there was 
no real records problem; we were living really in the 19th century, but as we 
moved into the 20th century, and the age of the typewriter and office mechaniza- 
tion and big-scale government, and a government with a different kind of character 
that affects so many citizens, we found that we were being overwhelmed with 

accumulation. 

Our first approach to the problem was through disposition. We thought all 
that we had to deal with was a disposition problem—how we could get rid of 

on a systematic basis; appraise them, and keep the most valuable records 

as a part of the archives of the United States Government. But the more we 
got into it, the more we found that we had to move from the disposition phase 
to the maintenance of current files in order to get any control of their disposition; 
and finally into this creation phase, finding some new techniques, or some new 
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approach to the problem of how to keep under control the four great bodies of 
government paper that are created—correspondence, forms, instructions, and 
re 


e came to the conclusion in the 1940’s that we should use a new approach— 
by looking at the records that had been created over a period of time, those that 
exist now, and going forward into the current files to see how we could eut down 
on the volume of records being created and improve their quality, improve the 
filing ene that were being used, and get a more systematic disposition at the 
end of it. 

Our big problem was to get the attention of top management and pes down 
the line focused on this problem and to realize that we did have a problem. 

You have to train people up and down the line on techniques that will result 
in the creation of fewer and better records, and more economical and more effective 
administration. 

In the last analysis, there is not going to be any improvement in records manage- 
ment, or paperwork management, unless the head of the agency himself will get 
behind it and encourage the program. Responsibility for reeords creation in the 
last analysis is a command responsibility of the head of the agency. 


Hoover Commisston Reports on PAPERWORK MANAGEMENT 


The Hoover Commission Report to Congress, of January 1955, 
on Paperwork Management, Part I, indicates that the Government 
creates and handles some 25 billion pieces of paper each year, exclusive 
of the tons of paper used in printing technical manuals, pamphlets, 
periodicals, E the like. Approximately 18 billion of these pieces 
were stated to be printed or mimeographed forms. The Hoover 
Commission task force report classified paperwork into four ele- 
ments, namely: Correspondence, forms, reports, and directives and 
mstructions, 

Part I of the Hoover Commission report covered paperwork manage- 
ment within the Government and included the following recom- 
mendations: 


Recommendation No. 1.—We recommend that: (a) the President establish by 
Executive order and direct his top officials to give their support to a government- 
wide paperwork management program; (b) the General Services Administration 
be given responsibility for general supervision over all phases of paperwork 
management throughout the executive branch of the Government with a view to 
simplifying and improving the quality of forms, correspondence, reports, and other 
documents, eliminating nonessential copies of material, reducing the volume and 
eost of paperwork that is currently required to be produced, issued, filed, and 
stored, and standardizing the procedures and practices relating to paperwork 
management; (c) such staff functions of paperwork management as now exist in 
the National Archives and Records Service be consolidated into the organization 
established in the General Services Administration to implement our recom- 
mendation. 

Recommendation No. 2.—We recommend that some top official in each agency 
be assigned the responsibility (a) to review all forms with a view to simplification; 
(b) to determine the number of copies of correspondence, printed or mimeographed 
material with a view to the elimination of nonessential copies; (c) to determine the 
number and character of reports within the agency and to other agencies with a 
view to the reduction of numbers and the elimination of nonessential reports and 
that this official cooperate with the General Services Administration in determina- 
tion of methods and systems for action. 

Our task force is now conducting an investigation of the standard-form pm 
of be Bureau of the Budget and we will report on that later in part II of this 
re k 

— — No. 3.—Immediate savi could be made if legislation were 
enacted authorizing the necessary changes in forms 941 and 941A (employers 
quarterly .Federal tax return), as recommended by the Internal Revenue ice 
and the Social Seeurity Administration. We recommend that this legislation be 
enacted. f 
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Part II of the Hoover Commission Report on Paperwork Manage- 
ment covers the paperwork required of the general public by the 
Government in the nature of forms and questionnaires which they are 
required to answer. This report recommended— 

That the President direct the Bureau of the Budget, together with its Advisory 
Council on Federal Reports and in cooperation with the General Services Admin- 
istration, to give increased emphasis in their reports program to the need to protect 
the public from unnecessary reporting burdens by continuing the method of 
cooperation between industry and Government pursued by the task force. 

It was the task force’s opinion that the Federal Records Act of 1950 
(sec. 6 (d) of Public Law 754, 81st Cong.), gives the General Serv- 
ices Administration adequate authority to establish the paperwork- 
management program, but since in their words, “The Administrator 


may well feel that he needs a clearer definition of his responsibility," . 


the Commission recommended the issuance of an Executive order. 
Part II of the report also stated that the recommended Executive 
order had been drafted and submitted to the Bureau of the Budget 
for clearance on May 6, 1955. The Federal Records Act of 1950 is 
included in the appendix to this report. 

During the hearings on paperwork management held by the sub- 
committee on April 30 and May 1, 1956, Chairman Hays developed 
considerable testimony concerning this proposed Executive order. 
According to the testimony of Mr. Herbert Angel, Director, Records 
Management Division, GSA, after being drafted in his office, the pro- 

osed Executive order had been sent to the Bureau of the Budget. 

r. Hirst Sutton, Assistant Chief, Office of Management and Organi- 
zation of the Bureau of the Budget, described the action taken from that 
point. Upon being asked if a copy was available for inclusion in the 
record of the hearings, he stated that it fell into the category of 
privileged Presidential papers which are not customarily avai able to 
the legislative branch. 

Chairman Hays attempted repeatedly to ascertain what action was 
taken on the proposed Executive order which was recommended in 
the conclusion set forth in part I of the Hoover Commission Task 
Force Report on Paperwork Management. He stated that he would 
be remiss, if during the consideration of this subject, he simply dis- 
missed, without complete discussion, the potential savings envisioned 
by the task force of a quarter of a billion dollars annually in the 
Government paperwork management program which involved the 
issuance of a needed Executive order. If the Hoover Commission 
recommendation which set forth the action needed to accomplish this 
savings had been sidetracked in favor of other means of accomplishing 
the same results, he was intensely interested in finding out how equal 
results could be obtained by other means. 

Mr. Robert E. Merriam, assistant to the Director, Bureau of the 
Budget, explained that the President had placed in the Bureau of the 
Budget the responsibility for coordinating the views of the various 
— in the areas with which the Hoover Commission dealt. Mr. 

erriam stated that it was the feeling of the Bureau of the Budget, 
that the responsibility could and should be placed primarily on the 
GSA, but basically the responsibility ought to be with the operating 
departments to carry out their programs, and the work which either 
GSA or the Bureau of the Budget did should be of an advisory 
nature in developing new ideas and referring them to the various 
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departments. He added, that the issuance of the proposed Execu- 
tive order was therefore deemed unnecessary. 

The revised Cabinet zecord of action No. 30, for the meeting of 
August 12, 1955, indicated that— 

The President requested department and agency heads to cooperate with the 
General Services Administration, which will serve in a central assisting and 
advisory capacity, with respect to many significant aspects of the executive 
branch’s paperwork management program. 

The Director of the Bureau of the Budget in a letter dated December 
21, 1955, to the Administrator of General Services Administration 
stated— 

In order to effectuate the President’s decision, the General Services Adminis- 
tration should develop programs not now in existence for assisting agencies in 
simplifying and improving their paperwork processes. It is our belief that, 
within the framework of the executive branch’s general management objectives, 
these programs should be concerned with the improvement of correspondence 
and letter-writing practices, mailing systems and procedures, and systems for 
control of forms, reports, directives, and issuances; and methods and techniques 
for improving the quality and reducing the quantity of forms and records used 
in agency operations and for simplifying operating procedures involving extensive 
paperwork. To the extent that business machines and electronic devices can be 
utilized to simplify such procedures, assistance would be provided with respect 
thereto. 

Three weeks following the appearance of the Budget Bureau rep- 
resentatives before this subcommittee, a press release on paperwork 
was issued by the White House (see p. 82, in this report). 


Forms MANAGEMENT IN THE DEFENSE DEPARTMENTS 


The Department of Defense and its components—the Depart- 
ments of the Air Force, the Army, and the Navy—have made note- 
worthy accomplishments in furtherance of paperwork reduction by 
effective forms management. A continuing review of forms used by 
these three departments is made by the Department of Defense. 
Those forms which are found to be similar are replaced with DOD 
forms. Since 1947, when the Department of Defense was created, 
more than 1,200 DOD forms have been adopted to replace separate 
forms previously used by the three military departments. The en- 
thusiastic support which forms management has received from the 
responsible officials in the military departments has contributed much 
to the success of the program. Reports from the Secretaries of each 
of these departments, contained in replies to inquiries directed to 
them by the subcommittee chairman, are included in this report. 
(See pps. 14-20 incl.) 


Forms MANAGEMENT IN CIVILIAN AGENCIES 


The information reported by the civilian agencies in the executive 
branch indicates increasing development of forms management appre- 
ciation by the responsible administrative officials. The diversified 
nature of the responsibilities and functions of many civilian agencies 
necessarily caused a greater percentage of the forms management 
responsibility to be placed in their bureaus and divisions. 

Several of the civilian agencies reported that they had requested 
and received assistance from the General Services Administration in 
furtherance of their paperwork management programs, including 
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forms management. Some agencies have issued handbooks covering 
all phases of forms management, including the design, analysis, 
functional classification, printing, and stocking of forms. 

Part II of the Hoover Commission's Task Force Report on Paper- 
work Management listed specific forms on which corrective action 
had already been taken to minimize the paperwork relating thereto. 
Other forms were listed as paperwork targets offering much oppor- 
tunity for savings. The information reported by the heads of depart- 
ments and agencies in response to the aforementioned inquiries 
generally indicates the extent to which action has already been 
taken or is being taken in connection with the paperwork targets 
listed. In some instances, after careful consideration of the need 
for the forms, it was determined that some of the forms or reports 
included on the list of paperwork targets must necessarily be con- 
tinued to fulfill departmental or agency requirements. Others have 
been eliminated or modified so as to contribute to a considerable 
reduction of paperwork. Several instances of paperwork reduction 
through forms management assistance provided by the Federal 
Records Service of the Genera! Services Administration were reported. 


REPLIES BY DEPARTMENTS AND AGENCIES TO INQUIRIES MADE BY 
SUBCOMMITTEE CHAIRMAN 


The subcommittee chairman addressed inquiries to the heads of 
Government departments and agencies requesting information as to 
what each had done or was doing in furtherance of the objectives of 
the Hoover Commission regarding paperwork management. He 
stated that the interest of the subcommittee in the paperwork manage- 
ment program was concerned with the overall forms management 
programs of the agencies, including review for essentiality, considera- 
tion of functional use, design, printing, and distribution. 

The replies, in general, expressed agreement with the recommenda- 
tions contained in parts I and II of the Hoover Commission Report on 
Paperwork Management. A summary of the information reported 
to the subcommittee chairman by each department and agency on 
the dates indicated follows: 


Atomic Energy Commission, March 8, 1956 


The Hoover Commission, in its paperwork management report, 
part I, stated with respect to forms management: 


We recommend that some top official in each agency be assigned the responsibility 
to review all forms with a view to simplification * * * 


The Director, Division of Organization and Personnel, has been . 


assigned the staff responsibility for administering the forms manage- 
ment system. Managers of operations have been assigned responsi- 
bility for administering the forms management system within their 
jurisdiction and eliminating, consolidating, or simplifying forms 
ound to be out of date, overlapping, or poorly designed. We believe 
this meets the requirements of the recommendation. 

The Hoover Commission Task Force Report on Paperwork Manage- 
ment, part I, referred to substantial results being obtainable when a 
systematic and sound forms management program is properly inte- 

ated into the other management efforts of an organization. The 
orms management system in AEC is integrated into the overall 
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management program. The forms control function is organizationally 
placed in the Standards and Policy Development Branch, Division of 
Organization and Personnel, which also has the responsibility for 
conducting organization and procedural surveys and maintaining the 
AEC manual which is the official issuance system in AEC. The 
AEC manual was established in December 1953. Since its inception, 
& critical review of all existing and proposed policies and procedures 
has been underway. Since an AEC Manual chapter is normally used 
as the authority and requirement for the use of an AEC form, our 
review of issuances has included a review of forms, from the stand- 
points of essentiality, functional use and design. Our operations 
offices, who are the prime users of most of our forms, are frequently 
given an opportunity to comment on proposed forms or revisions to 
existing forms. This procedure helps assure that burdensome require- 
ments are not imposed on the users of our forms. 

Prior to the time of the Hoover Commission report a forms manage- 
ment program was already in operation in AEC, as evidenced by 
AEC Manual Chapter 0210; Forms Management. 

Your letter evidenced concern with paperwork required of the public. 
Only a small percent of AEC forms are used by the general public. 
These are approved by the Bureau of the Budget in accordance with 
the Federal Reports Act of 1942. 

In AEC forms management is a continuing, active program 
Despite its constructive accomplishments, more progress is still 
possible, and management attention will be devoted to this objective. 





Bureau of the Budget, February 10, 1956 

The Bureau of the Budget has a general responsibility for assisting 
the President in the accomplishment of effective and continuing reduc- 
tion of needless paperwork, both in the conduct of governmental 
operations and in the demands made upon the public for filling out 
forms requesting information. 

As directed by the President, on the basis of the recommendations 
of the Hoover Commission, the Bureau is currently working together 
with the General Services Administration to cut down the volume of 
paperwork wherever possible throughout the executive branch. The 
Bureau also has a part in the attainment of effective control over forms 
used by Federal agencies. One of the subjects of governmentwide 
scope to which the Bureau gives attention continuously is the develop- 
ment, approval, and control of appropriate standard and optional 
forms in use in the executive branch. 

Simplification of Government reporting requirements and reduction 
of the reporting burden upon the public are continuing functions of 
the Bureau under the Federal Reports Act of 1942. This act provides 
that each agency, with specified exemptions, must obtain the Bureau’s 
approval for any questionnaire or other request for information to be 
sent to 10 or more respondents. In the course of its review, the Bureau 
is currently making an intensified effort to simplify report forms and 
reporting requirements for record retention found in a large number of 
orders issued by Federal agencies. ‘The renewed attack on the paper- 
work, burden is being made with the cooperation of the Advisory 
Council on Federal Reports, which represents and is financed by seven 
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Bureau of the Budget, February 10, 1956—Continued 
national business organizations. To this end, the Advisory Council 
has formed a number of special committees representing major indus- 
trial and trade areas. 

The. Bureau’s internal forms management program is obviously not 
a matter of large scope or complexity in an agency as small as this; 
nor do the forms created for the Bureau’s use affect the public at 
large. However, the Bureau maintains a system of semiannual review 
of its generally used internal forms. The number of these forms has 
been reduced by about one-fourth since January 1, 1953. Moreover, 
each new form is carefully examined for need as well as utility of 
design. Use of the Bureau’s small-scale duplicating facilities is under 
close budgetary as well as administrative control. 





Central Intelligence Agency, March 14, 1956 


The Agency has had a continuous forms management program in 
effect since 1946 when it was instituted by our predecessor, the 
Strategic Services Unit. Our program includes all of the elements 
of forms management RE by the Hoover Commission; 
however, certain of their recommendations regarding paperwork im- 
posed on private industry are not applicable. 

It is believed that the effectiveness of our forms management 
P has been steadily increasing and that substantial savings 

ave already resulted from our program. For example, during the 
period from 1953 to 1955, 88 percent more forms were brought under 
control and the average number of copies printed per form was 
reduced by 52 percent. Actions such as these have materially lowered 
the cost of printing, procuring, and distributing forms and are per- 
mitting our staff to direct more of its attention to the essentiality, 
design, and functional use of the forms. 

Another area of paperwork management activity was established 
in 1950 in compliance with the Federal Records Act, when programs 
for the control over the creation, maintenance and use, and disposition 
of records were put into effect. Today we have a substantia ly inte- 
grated system for paperwork management which consists of active 
programs in— 

Office business machines 

Regulations control 

Forms management 

Correspondence management 

Reports management 

Vital materials 

Microfilming 

Records systems, including office filing and mail operations 
Filing equipment and supplies standardization and utilization 
Records disposition. 

While these programs are administered on a decentralized basis by 
the various offices of the Agency, overall direction and coordination 
are furnished by the chief of my management staff. 

A classified report comparing the operations and accomplishments 
of our records management program with the findings of the Hoover 
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Commission indicates that the Agency is making excellent progress 

toward meeting the standards recommended by the Commission. If 

you feel it would be of value to your study, we can prepare an unclassi- 
ed résumé of this report. 





United States Civil Service Commission, February 14, 1956 

The Commission has had a management control system in operation 
for several years which covers all of the major areas referred to in 
the Hoover Commission Report on Paperwork Management. Hand- 
books have been issued to our employees on the forms control, cor- 
respondence management, and records-management programs. We 
feel. that these programs are operating effectively. 

Since you indicated an interest in our overall forms management 

rogram, let me describe briefly how it operates. Our Bureau of 
Tenagemiast Services which is responsible for our overall forms con- 
trol program has issued a handbook which covers all phases of forms 
work, including the design, analysis, functional classification, and 

rinting and stocking of forms. Each division and regional office 
in the Commission has designated a person to spend part-time as 
forms control employee of the division or region. This person is 
responsible for the program within the division or region. 

Forms used by two or more divisions or regions are cleared at a 
central point in the Bureau of Management Services which is respon- 
sible for the design, clearance, and numbering of forms used Commis- 
sionwide. We use the term “CSC forms" to identify these forms. 
They are stocked centrally and are issued on requisitions to the using 
divisions, or regions. Each operating division and regional office con- 
trols the forms used only by the division or region. The division or 
region forms control employee is responsible for the functional analysis, 
design, and numbering of these forms. They do not clear through 
de Bones of Management Services. These forms are prefixed by 
the standard abbreviation of the division or region, such as “DX” to 
identify forms used within the Examining Division of the Bureau of 
Departmental Operations. 

In order to avoid duplication of existing forms by new forms, a 
functional classification index of CSC forms is issued to each forms- 
control employee. This index lists CSC forms according to functions 
and gives a brief description of each form. Before a new division or 
regional office form is issued, the functional classification index is first 
checked by the forms-control employee to see if a CSC form exists 
which would serve the same function as the proposed form. 

Decentralizing the forms-control function permits continuous study 
of forms at the operating level. Centralized printing of forms used 
on a Commissionwide basis results in savings in printing costs. The 
use of prescribed forms by all regional offices and divisions eliminates 
duplication and the resultant multitude of unnecessary forms. 
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Department of Agriculture, February 16, 1956 

With regard to your request as to what this Department is doing in 
furtherance of the objectives of the Hoover Commission, as each report 
of the Hoover Commission was received by this Department, a com- 
mittee, familiar with the subject matter of the report and representing 
both the agencies and the appropriate staff office, was appointed to 
study the full document and prepare a departmental report covering 
each recommendation, such report to include: 

(a) Evaluation of comment and relation of recommendations 
to the programs of the Department. 

(b) Position of the Department, that is, favoring adoption or 
rejection of the recommendation. 

(c) Extent to which the recommendation could be implemented 
by the Department. 

(d) Manner in which the recommendation would be carried 
out by the Department. 

The committee’s findings and recommendations were reviewed by 
members of the Secretary’s staff. When the report received final 
approval, it was forwarded to the Bureau of the Budget as the official 
reply of this Department to the respective Hoover Commission Report. 

The Hoover Commission Report on Paperwork Management was 
handled by this Department in accordance with the procedure out- 
lined above. As a means of implementing the recommendations of 
parts of the report, the Secretary appointed a committee at the 
departmental level, with Mr. Milan D. Smith, Executive Assistant 
to the Secretary, as chairman, to make a thorough review of the overall 
Department paperwork program, and initiate added emphasis where 
needed. This committee has requested and received specialized assist- 
ance from the General Services Administration. A specialist on forms 
management and another on correspondence management have been 
provided by the General Services Administration. These specialists 
will make a real comprehensive survey of the Department and the 
agencies. They will submit written reports with recommendations 
for action — in problem areas. Personnel of both the Depart- 
ment and the agencies are assisting in these surveys when required. 

The survey on forms management has been practically completed, 
and a draft of the — ion is now being considered by our 
committee. 

The survey on correspondence management is just getting under- 
€ therefore, it will be some time before recommendations can be 
made. 

Another example of the work going forward in the paperwork 
program will be noted from Forest Service Memorandum O. No. 
55-134, dated November 10, 1955. 'This Department agency, 
desiring to make a very comprehensive study of a management area, 
issued this memorandum and upward of 2,000 suggestions have been 
received. A committee of Forest Service employees is now evaluating 
the suggestions. 

In this Department we are keenly aware of the importance of effec- 
tive paperwork management. We recognize that good paperwork 
management not only improves program efficiency but results in 
more economical operations, and we expect to give it appropriate 
attention in our overall programs. 
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Department of Commerce, February 17, 1956 


PUBLIC USE FORMS 


'The solicitation of data from the public by the Department has 
been under careful surveillance for many years. In agencies such as 
the Bureau of the Census, the Civil Aeronautics Administration, and 
the Business and Defense Services Administration public-use forms are 
not incidental to their work but rather constitute a most important 
working tool. For that reason, the bureaus and the Department 
have devoted extensive efforts to public-use forms management with 
the view to relieving or lightening the burden of mandatory reporting 
to the Government. There follows a statement of the procedures 
and regulations adopted by the Department and the bureaus con- 
cerned to carry out this phase of our management program. 

The responsibility for departmental review and coordination of 
report forms requiring clearance under the Federal Reports Act of 
1942 has been centralized in the Management Division, Office of 
Budget and Management. 

The clearance system employed in departmental review of proposed 
reporting requirements is detailed in departmental administrative 
order No. 201-1 (amended). In brief, it provides for the following: 

1. Within each primary organization unit of the Department, a 
clearance officer has been designated by the head of the unit to be 
responsible for the clearance of report forms among the primary organi- 
zation units of the Department and for handling clearance with the 
Office of Budget and Management and the Bureau of the Budget. 

2. After necessary clearances have been made, Standard Form 83, 
Request for Clearance, is prepared and forwarded in duplicate to the 
Office of Budget and Management for general policy and additional 
clearances are obtained as may be required. It is then forwarded to 
the Bureau of the Budget for final clearance. 

3. As part of the clearance procedure, determination is made (a) 
that the information sought is reasonably needed in the proper per- 
formance of the functions of the unit concerned; (b) that the informa- 
tion sought would not unnecessarily duplicate that already being 
received whether identical or adequately similar for satisfactory use; 
and (c) that the information sought does not exceed the limits of rea- 
sonable need or practical utility either with respect to number of 
respondents, frequency of collection, number and difficulty of the 
items, and that all of the items of information to be furnished are 
essential to the central purpose of the report. 

Technical assistance in design, printing, and distribution is made 
available to each unit through the departmental Office of Publications. 
This assistance is provided upon request by the unit concerned or 
where need therefor is noted during the clearance process. 

4. In most cases, a time limit is assigned to the use of the report 
form, after which it may not be used without resubmittal and further 
clearance. Moreover, clearance of any report form may be with- 
drawn in which event the use of the report form must be discontinued. 
This procedure, established through Bureau of the Budget Circular 
No. A-40, provides the mechanics for periodic reexamination of report- 
ing requirements, 
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Department of Commerce, February 17, 1956—Continued 

However, where attention of the Department is drawn to some 
specific reporting requirement as being too time-consuming, annoying, 
or otherwise objectionable, a special review is undertaken promptly. 

In addition to the substantive clearances indicated above, the De- 
partment utilizes the services of the Forms Design and Standardiza- 
tion Branch of the Office of Publications Printing Division. "This or- 
ganization acts as a PE Ter on all forms to assure that all 
necessary clearances required by law or Government regulations have 
been obtained. This secondary review prevents anything going to 
press without clearance through inadvertence or through lack of 
knowledge on the part of the smaller offices of the Department. 

The design of public-use forms is the complete responsibility of the 
Forms Design and Standardization Branch after consultation with 
operating personnel of the bureaus and offices regarding content of a 
form. The manner in which a form is to be mailed, completed by re- 
spondent, processed by the bureau, and filed after processing is a de- 
termining factor in the final design, and has an important bearing on 
the utilization of space and placement of content. Preparation of in- 
structions accompanying a form is a very important phase also, as the 
design of the form and any reference to specific items in the instruc- 
tions must be keyed together. 

The printing of forms is planned by the Forms Design and Planning 
Branch with a view —— getting the most suitable form in the most 
economical manner within the time limit allowed by the program. 
The process to be used, the type and color of paper, and the color of 
ink are considered in the light of economy and the need for a form that 
is best suited for its end-use. 

The forms are distributed mostly by the bureaus, but in some cases 
the mailing and distribution is done by the Printing Division. In all 
cases, however, the quantity ordered and the distribution to be made 
is reviewed and, on a basis of experience, the Office of Publications 
determines whether the quantity ordered is justified. 

At the bureau level the procedures generally are more detailed. 
Responsibility for review of public-use forms and their ultimate sub- 
mission to the Bureau of the Budget through the Management Divi- 
sion of the Department is vested in a forms clearance officer, or equiv- 
alent, as determined in individual bureaus. 

In the clearance procedure, the forms clearance officer attempts to 
develop an integrated program for an area. Such a program, for 
example, might consist of a series of surveys on materials consumption 
covering an entire subject-matter area. The purpose of developing 
an integrated program is to obtain clearance in principle for such a 
program with the Bureau of the Budget in order that clearance of 
particular segments of the program can be obtained from the bureau 
with a minimum of delay. It should be clear that an integrated pro- 
= may consist of many areas, all of which need not be surveyed. 

me areas of the integrated —— are fully satisfied by data 


available in the department or elsewhere in Government. Some areas 


of the integrated program may not be sufficiently important to war- 
rant a survey even though data are not heceasasily 
areas are not covered. 

The Forms Clearance Officer determines the essentiality and 
fanctional use of each public-use form— 
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1. From a broad knowledge of Bureau programs and functions. 

2. By discussing survey proposals with other staff people who may 
be responsible for a particular area. 

3, By checking with other agencies or suggesting that the sponsor 
check to assure that data required are not available elsewhere. 

4. By preliminary conferences with the Bureau of the Budget to 
ascertain the initial reactions of the Bureau. 

In review of survey proposals, the forms clearance officer is careful 
to check with other agencies of Government to determine if surveys 
can be carried out on a cooperative basis. Sometimes, both the 
Bureau and another agency find it desirable to undertake a cooperative 
survey which serves the purpose of the two agencies and thus avoids 
the possibility of two separate surveys being forwarded to industry. 

ith respect to design, printing, and distribution— 

1. The Department of Commerce is fortunate in that it has an 
extremely capable Forms Design and Standardization Branch located 
in the Office of Publications. Recognizing that the design of a 
schedule is extremely important from the point of view of ease of 
handling on the part of the respondent and tabulation on the part of 
those who must process the form when received, the bureaus spend a 
minimum of time on the design of a survey form and depend almost 
exclusively upon the Forms Design and Standardization Branch for 
advice as to how best to design the form. 

2. Printing is handled by or through the Printing Division of the 
Department of Commerce. However, here again, the bureaus depend 
upon the Forms Design and Standardization Branch te assure that the 
request for printing includes all pertinent detail and that the Printing 
Division meets a prearranged printing schedule. 

3. With respect to distribution, the Forms Design and Standardiza- 
tion Branch of the Office of Publications automatically furnishes our 
field offices with file copies of each survey for use. Respondents re- 
ceive their forms either from the sponsor, if the survey is being 
undertaken by that agency, or from the agency which is acting as the 
collecting, compiling, processing, and tabulating group for the Bureau. 
The Bureau of the Census does a substantial part of the data collection 
work of some of our bureaus and, on occasion, arrangements are made 
with other departments for handling surveys which relate to their 
area of responsibility. 

INTERNAL USE FORMS 


Departmental responsibility over internal reporting forms is vested 
in the departmental records officer. There has been established under 
his direction a group of Bureau representatives whose function is the 
study and analysis of internal use forms to prevent overlapping or 
duplicate forms. In addition, the Department has designed many 
administrative forms which are used extensively in all bureaus, thus 
eliminating multiple printings by the individual bureaus. 

The forms control reus an adopted in the various Commerce 
organizations are generally similar and all have as their goal the elimi- 
nation of burdensome reporting and simplification where reporting or 
recordkeepirg is required. 

Various techniques are employed in the bureaus of the Department 
to insüre periodic reviews of both public use and internal use forms. 


19096—56——2 
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Department of Commerce, February 17, 1956—Continued 

In the case of the former, the Bureau of the Budget establishes an 

expiration date prior to which a justification for continuance must be 
resented to warrant extended authorization for the use of the form. 
he justification for continuance includes the same considerations 

applied upon its initial use. A substantial portion of public use forms, 

however, are “one shot” surveys. In these cases no recurring analysis 

is necessary. 

The review and analysis of existing forms frequently occur as a 
result of procedural surveys in the bureaus at which time the sponsor is 
usually required to make a justification on the spot for continuing 
reporting requirements. 

A universal control over the continuing use of reporting forms is 
the constant review of printing requisitions. Each time a reporting 
form is ordered reprinted the review process follows the same analytical 
pattern described for new or revised forms. 





Department of the Air Force, March 6, 1956 

The Air Force forms management. program is a continuous system- 
atic effort to insure that only essential forms are created and utilized. 
This program, which is conducted on an Air Force wide basis, is under 
the staff supervision of the Air Adjutant General, specifically, the 
Forms Management Branch of the Publishing Division. This office 
is responsible for the formulation of forms management policy, the 
planning aspects of the program, the issuance of the directives which 
guide the program and the evaluation of the effectiveness of the pro- 
gram. "The purpose, policies, responsibilities, and techniques of Air 
Force forms management are explained in Air Force Manual 9-1. 

The major air commands are responsible for implementing the 
mp throughout their organizations. To carry out this responsi- 

ility they perform the following functions: 

1. Review all requests for new and revised forms for essentiality 
prior to procurement. 

2. Develop and publish procedures for efficient utilization of each 
form. 

3. Design forms to fit their functional use. 

4. Review existing forms for the purpose of consolidating similar 
forms and eliminating those which are nonessential. (This is accom- 
plished through use of the functional files.) 

The Air Force forms management program in the field is given con- 
stant emphasis through the employment of several techniques. For 
instance, the Forms Management Epitome, a quarterly publication, 
is distributed to all forms management offices throughout the Air Force. 
It keeps the personnel who are engaged in forms work informed as to 
the overall status of the program, examples of notable progress made 
toward better forms management, and any other data of broad general 
interest to the program. 

In addition, a forms management poster is issued quarterly through- 
out the Air Force. It is posted prominently to remind Air Sones per- 


sonnel that unessential, il-designed, or obsolete forms are costly. 
Another invaluable asset to forms management is the periodic 
publication of an index on forms prescribed for general use throughout 
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the Air Force. This index, issued to all Air Force activities, lists each 
form by number, title, unit of issue, and the number of the directive 
which prescribes its use. 

One method of evaluating the overall effectiveness of the forms 
management program is through the analysis of the data submitted 
by each major air command on AF Form 272A. The data thus pro- 
vided, coupled with periodic inspections, seminars, and the normal 
exchange of correspondence, permit the Air Adjutant General to 
correct any program deficiencies. 

The Air Force forms management program has been steadily im- 
proved since 1952. Publication of the Air Force Manual 9-1, the 
training of personnel in the standardization techniques of forms man- 
agement, and the installation of the program at the various organiza- 
tional levels, were all accomplished in the period from 1952 through 
1954. All during this period, even as at present, the forms program 
has had the full support of top Air Force management. 


Department of the Army, February 4, 1956 

Control of forms used by the Army is maintained by directives, 
reports, and review of new and revised publications which require 
reports and use of forms. Staff supervision of forms management 
for the Department is centralized in the Adjutant General's Office. 

The Army forms management program prescribes centralized 
review and approval of forms at each command echelon. Eflective 
forms management has the following objectives: 

Elimination of unnecessary forms. 

Consolidation of duplicate forms. 

Application of simplified and standardized design and format 
principles. 

Proper relationship of forms to procedures. 

Economical production and distribution of approved forms. 

Forms management is practiced at all levels of command. Here is 
how the forms management program works: 

(a) The forms management officer at the various command levels 
has control of the production and use of every form within that 
command. No form, old or new, can be reproduced in any manner 
without his approval. 

(b) At each level of command, the forms management officer com- 
pares all forms collected within the headquarters and subordinate 
units. Duplicate forms are consolidated into one command form for 
common use. 

(c) At each echelon, copies of prescribed forms are sent to the 
forms management officer at the next higher level of command. "The 
receiving forms management officer, in turn, groups all of his head- 
— forms and subordinate command forms by subject matter. 
The forms received from a lower element may duplicate other forms 
already on file or recently received from other lower commands. In 
such cases, these forms are consolidated and a higher command form 
is prescribed. Eventually, the forms prescribed by major commands 
and departmental agencies are received by the Adjutant General at 
the Department of the Army level. 

(d) At the Department of the Army level, major command forms 
and departmental agency forms that duplicate each other are con- 
solidated, and the DA form is prescribed. 
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Department of the Army, February 4, 1956—Continued 


(e) Use of forms prescribed by a higher level command is manda- 
tory on lower level commands. All liebe lower command forms 
involved in a consolidation are thus obsoleted and discontinued. 
Each form consolidated means a printing operation eliminated. 

Since September 1954, over 47,400 forms have been eliminated by 
major commanders and their subordinates; at the Department of the 
Army level over 4,000 forms have been eliminated and replaced by 
61 new forms. This is particularly significant in view of the fact that 
for every dollar spent in producing a form, more than $20 are spent 
in using the form. The bulk of the cost lies in filling in data, typing, 
transmitting, evaluating, and filing. 

Of course, as lower level forms are consolidated, the total number of 
armywide forms increases. For each such increase, however, many 
times that number of lower level forms and consequent printing 
operations are eliminated and economies result. 

The Adjutant General, in addition to the foregoing program of 
review of existing forms, exercises control by screening all actions 
which might result in new forms. Prior to printing new and revised 
publications (such as regulations, pamphlets, circulars, ete.), they 
are reviewed to: 

Determine the need for forms to implement procedures. 
Vague requirements for “reports” are clarified on the spot. 
“Tailormade” forms are developed for each specific purpose. 
This avoids lengthy and unwieldly narrative reports and curtails 
the generation of duplicate lower echelon forms. 

Determine the essentiality of existing armywide forms pre- 
scribed in revised publications. Those which do not effectively 
implement the procedures for which they were originally developed 
are redesigned. Whenever possible, the design of DA forms is 
such that they can be used as “feeder reports,” thus further 
eliminating the need for lower level forms to implement directives. 

In these ways, the Adjutant General is in a position to control the 
production and use of forms from inception to obsolescence. 





Department of the Navy, February 14, 1956 

In implementing programs for the control of paperwork, including 
the procurement, production, and distribution of printed matter, the 
following assignments of responsibility have been made pursuant to 
title 44 of the United States Code, sections 391-401, and the regula- 
tions of the Joint Committee on Printing: 

Responsibility for general supervision and coordination of all matters 
relating to the creation, disposition, and management of records and 
correspondence as well as printing and publications, including regula- 
tions and controls .hereof, has been delegated to the Administrative 
Assistant to the Secretary of the Navy. Under his immediate super- 
vision and serving him in a staff capacity, are the following Offices: 

(a) Navy Management Office.—This Office furnishes staff assistance 
to the various bureaus and offices and the Marine Corps and coordi- 
nates and assures the orderly development of paperwork manage- 
ment programs. . It also develops program manuals, guides, standards, 
and evaluates program. effectiveness and renders program guidance 
and technical assistance to achieve. the objective of the program. 
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(b) Administrative Office, Navy Department.—This Office is respon- 
sible for the interpretation and administration of all rules, regulations, 
olicies, and standards for the control of publications and printing. 
t also has authority over the final planning of all publications and 
rinting originating in the bureaus of the Navy Department and 
E field activities in accordance with Rules, Regulations, Policies, 
and Standards for the Control of Navy Publications and Printing, 
NAVEXOS P-35. As an integral part of this program it also main- 
tains continuing surveillance over Navy periodicals, including ship 
and station newspapers, to insure that their publication conforms to 
all requirements of title 44 of the United States Code, the Government 
printing and binding regulations, the Bureau of the Budget, and the 
needs of the Naval Establishment. An instruction was issued to 
inform all commanding officers in the Naval Establishment of their 
responsibility for insuring economy in the administration of this per- 
iodicals program. 

To assist in the management of publications and printing there has 
also been established a Navy Publications and Printing Control Com- 
mittee with the Administrative Assistant to the Secretary as Chair- 
man. This committee is responsible for the review and control of all 
Navy publications and all printed and processed matter, including 
review of their necessity to the naval mission to insure effective plan- 
ning and the elimination of nonessential printing and duplication of 
effort. 

The central organization outlined above coordinates the Navy 
paperwork management program and the publications and printing 
program through management offices and publications control organ- 
izations established in each bureau and office of the Navy Department, 
and with the assistance of records management and publications and 
printing offices in the naval districts. It is at these levels that all 
proposed publications are reviewed for essentiality and economy, that 
unnecessary or duplicating reports are eliminated and necessary 
reports are improved and simplified, that creation of forms is controlled 
and forms are consolidated, simplified, and standardized, and that 
paperwork is made to serve the purpose for which intended in the most 
efficient and economical manner. 

The objectives, organization, and benefits of the forms-manage- 
ment program, in which you expressed particular interest, are covered 
in detail in the attached statement entitled, “Forms Management 
Program—Department of the Navy.” Management of forms is an 
important element of our paperwork-management program; and 
since its inception in 1942 this forms program has resulted in out- 
standing economies and improved practices throughout the Depart- 
ment of the Navy. 

A recently issued instruction states the objectives, assigns responsi- 
bility for administration, and defines the interrelated management 
techniques of the paperwork-management program. ‘The provisions 
of the instruction are not new; they were previously covered in 
several documents which have been brought together and restated in 
this one release. The new instruction changes the title of the pro- 
gram from “records management” to “paperwork management,” the 
term used in the recent Hoover Commission report. 

In addition: to the continuing features of the paperwork-manage- 
ment program, we are conducting three special campaigns in the 
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Department of the Navy, February 14, 1956—Continued 


ne area during 1956. March has been designated as Records 
isposal Month. During that time a concerted effort will be made 
throughout the Department of the Navy to remove all noncurrent 
record material from office space. From May through August a 
comprehensive review will be made of all reports at all organizations. 
In an attempt to simplify our correspondence, we have set aside 
October as Better Letter Month. 

It is considered that the Navy's paperwork-management and 
publications and printing programs have proved their effectiveness in 
achieving maximum results with à minimum expenditure of man- 
power and money. Many of the concrete accomplishments of these 
programs were graphically illustrated in an exhibit developed in 1954. 
A brochure was prepared in conjunction with this exhibit; and while 
the statistics are now more than a year old, it still presents an overall 
picture of the Navy programs in which you are interested. The 
savings and improved operations accomplisbed through the programs 
are è significant contribution to our efforts to get more defense for 
tbe Navy dollar. 


FORMS-MANAGEMENT PROGRAM 


1. The forms-management program was established in the Depart- 
ment of the Navy in 1942. The initial objective in establishing the 
program was to effect immediate reductions in printing costs. Con- 
siderable reduction in these costs was accomplished through the 
design of forms for more economical printing and through the consoli- 
dation of similar forms. As the program progressed it was realized, 
however, that the greatest costs of forms and therefore the greatest 
savings and improvements to be realized from their management were 
in the procedural! or functional use of the forms. Therefore, increased 
emphasis has been placed on the essentiality and functional efficiency 
of forms. 

2. With its broad responsibilities, the forms-management program 
laces increased emphasis on the efficiency of procedures of which 
orms are an — part. It stresses detailed analysis of the forms 

and design for more efficient use, as well as printing efficiency. The 
— is concentrated not only on the elimination of unnecessary 
orms, but also on the adoption of new forms which are needed to 
get a job done better and faster. This positive approach is essential 
in a forms-management program if it is to play its full part in the 
management of paperwork. 

3. In addition to reviewing proposed new and revised forms, the 
program provides for conducting major forms studies by functional 
&reas and other major projects involving groups of reed forms. 
In this way existing forms are analyzed for currency and revised as 
MM to better serve current-day needs. This approach is neces- 
sary if the pro is to provide management with modern, up-to- 
date forms at all times. 

4. Along with review of all Navy forms for essentiality, efficiency 
and design, careful consideration is also given to efficiency and econ- 
omy in printing and distribution. 'The most economical printi 
method is selected for each form and appropriate control is exercise 
over the quantity reproduced. This control over quantity greatly 
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minimizes the possibility of overstocking and the resultant waste from 
obsolescence. The forms-management program is coordinated with 
the publications and printing program in order that necessary forms 
will be where they are needed, when they are needed, and in the 
quantity needed. 

5. The current objectives of the forms-management program are 
as follows: 

(a) Develop the most effective new forms and related pro- 
cedures. 

(6) Improve necessary existing forms and related procedures 
in light of current needs. 

(c) Assure effective work methods and economies in man-hours 
and material costs by means of analysis and simplification of the 
procedures that underlie and produce the need for forms. 

(d) Reduce paperwork and clerical effort by an efficient design 
of forms that will make them easier to fill in, easier to understand 
when filled in, and that will effectively facilitate the procedure 
with which they are used. 

(e) Insure that instructions for the forms and related proce- 
dures are adequate. 

(f) Eliminate unnecessary and duplicate forms and consolidate 
those serving like or similar functions. 

g) Achieve economies in the reproduction, supply, storage, 
and distribution of forms, 

6. The Navy Management Office establishes the basic policy, 
develops program manuals and guides, conducts training, and provides 
staff guidance and technical assistance to all elements of the Depart- 
ment of the Navy. The program is established in all bureaus of the 
Department, the major field activities, the operating forces, and 
major overseas commands. In addition, the district records-manage- 
ment offices and the district publications and printing offices, located 
on the staff of each district commandant, provide technical guidance 
and assistance in the area of forms and procedures analysis and forms 
design to the activities in each naval district. The cooperative effort 
of these two offices had been a major contributing factor in assuring 
that the objectives of the program are carried out at the field level. 
These offices also cooperate in consolidating similar forms developed 
by the naval activities into standardized naval district general forms 
for use throughout the district. In addition to providing standardized 
and more efficient forms for common operations, savings in printing 
costs are also realized. 

7. In order for a forms-management program to be an effective 
tool for management, trained forms-management personnel are 
essential. To meet this need, an intensified training course is conducted 
covering the operation of the program, principles and techniques 
of forms and procedures analysis, and forms design. During the past 
year a total of 339 military and civilian personnel have received 
this training. Experience has shown that this training has contributed 
significantly to the benefits that the Department of the Navy is 
receiving from the program. In addition to the Navy personnel 
trained, 30 personnel from 12 other. Government agencies have 
attended this training course in recent years. 

8. The following information will give an indication of the achieve- 
ments of the forms-management program during the past 3 vears: 
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63,200 forms eliminated, 39,900 forms improved, 9,650 forms con- 
solidated into 2,400 forms. Although it is not practicable to attempt 
to determine the total savings realized from all forms-management 
actions, the savings that have been computed for a relatively small 
percentage of the total effort during the past 3 years amount to over 
$3,500,000. These savings, which are diverted to more essential needs, 
prove that the forms-management program is making a very worth- 
ane ene to our efforts of getting more defense for the Navy 

o 





Department of the Interior, February 9, 1956 

Improvements in paperwork operations has been made a part of the 
official, organized general program of management improvement, 
which has been underway in the Department of the Interior since 
1950. Each year projects designed to improve paperwork are sched- 
uled, carried out, and reported on to the Office of the Secretary. The 
following statement includes some of the more important projects 
worked on during 1955 and scheduled for 1956. In addition, our 
bureaus and offices are engaged in many more projects of lesser im- 
portance which do not require participation by and reporting to the 
Office of the Secretary. It will be noted that the list includes a project 
designed to reduce reports from the mineral industries to the Bureau 
of Mines for statistical purposes. The Fish and Wildlife Service also 
canvassed its reporting requirements from the fisheries industries, but 
found no significant possibilities for reducing these requirements. 


FUNCTIONS AND PROGRAMS OF OFFICE OF THE SECRETARY IN PAPERWORK 
IMPROVEMENT 


Two divisions reporting to the Administrative Assistant Secretary 
are responsible in a staff capacity for improving paperwork throughout 
the Department. The Division of Property Management, among 
other functions, develops and carries out programs of records manage- 
ment. The Division of Management Research conducts a continuing 
program of management improvement, an important part of which 
includes improvement of paperwork management. Further, the 
latter Division also is responsible for the Department’s incentive 
awards program. Scores of awards are made each year for sugges- 
tions which, after adoption, result in improvements in paperwork, 

Several important paperwork projects of interest to the subcom- 
mittee were initiated by the Office of the Secretary last year and were 
continued during the current year, as follows: 

(a) Manual system.—The Office of the Secretary conducted an ex- 
tensive survey of instructional material throughout the Department, 
and found a heterogeneous collection of uncoordinated manuals and 
uncodified numbered orders with large gaps and, in some cases, con- 
taining inconsistent, obsolete instructions. Resulting from this sur- 
vey, an Interior departmental manual was established; bureaus with- 
out a codified manual system were asked to establish such a system; 
and all bureau manuals are being coordinated with the departmental 
manual. Substantial savings are expected from this project. 
^ (b) Forms control.—In line with the Hoover Report on Paper work 
Management, all bureaus and offices which did not have a current, 
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adequate forms control system were requested to install such a sys- 
tem.. The latter portion of this report tells what is being done in this 
direction by a number of bureaus. 

(c) Industry record and report requirements.—The Administrative 
Assistant Secretary requested all bureaus which obtain statistical 
reports from industry, particularly the Bureau of Mines and the Fish 
and Wildlife Service, to examine their requirements from the stand- 
point of possibilities for reducing the records and reporting burden on 
industry. Results to date from this project are described in a later 
portion of this report. 


PAPERWORK IMPROVEMENT EFFORTS IN 1955 


Park Service.—A program for the reduction of number and stand- 
ardization of forms was initiated in 1955, but will not be completed 
until some time in 1956. 

Mines—Industry statistics —BDSA requirements for information on 
ferroalloying elements have been integrated. Census separate reports 
on titanium were combined in a single report. Accident report Dow 
were combined with commodity reports. An annual report on con- 
sumers of small quantities of metals is being substituted for more 
frequent reports. Two lead forms combined. Eight ferroalloy 
reports were combined in one. All accident report forms and ques- 
tionnaires were reviewed and numerous improvements made. 

Mines—Other.—Mine safety inspection reports have been curtailed 
in those cases where no serious hazards were observed during the 
inspection of certain mines. A rate of annual records disposal of 
28.2 percent for the entire Bureau was achieved in 1955, an unusually 
high ratio. 

Bonneville Power Administration.—AÀ correspondence manual was 
completed, based on the D-1 manual. A files consolidation program 
was completed, eliminating numerous separate files. 

Bureau of Indian Affairs.—Survey of all current reports completed. 
Reports control unit established to develop an effective, coordinated 
reporting system, which will be put into effect in 1956. Punchcard 
system installed for motor vehicles, reducing clerical work. Same 
for property records in Portland area. 

Fish and Wildlife Service.—A study was made of records and reports 
required of fisheries industry for statistical purposes. Results dis- 
closed no improvements possible. However, minimum retention 
periods for pertinent records were issued. 


PAPERWORK IMPROVEMENT PROGRAM FOR 1956 


Bureau of Land Management.—'The Bureau's forms'control program 
will be strengthened by extending control over forms originating and 
used in field offices. Added emphasis will be given to forms standardi- 
zation and design. 

Bureau of Mines.—-A comprehensive bureauwide forms manage- 
ment program will be established which will include a central control 
point, procedures for initiating forms, comprehensive review and 
analysis, maintenance of control files, and acceptable design standards. 

Bureau of Indiam Affairs.—'The possibility of using punchcard 
property records will be investigated. If feasible, internal records and 
reporting would be simplified. 
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Fish and Wildlife Service.—The complete inventory of all Service 
internal reporting requirements, already available, will be analyzed 
from the standpoint of necessity and usefulness to management. 

National Park Service.—A comprehensive review of all internal 
forms will be made with the objective of a reduction in the number of 
and standardization of such forms. 

Bonneville Power Administration.—Recommendations resulting from 
& previous General Services Administration paperwork management 
survey will be implemented. "They include reports control, forms con- 
trol, mail and files management, and correspondence practices. 





Department of Health, Education, and Welfare, February 17, 1956 

Regarding the Hoover Commission reports on Paperwork Manage- 
ment Parts I and II, we generally endorse the basic intent of the 
recommendations applicable to this Department, but we have sug- 

ested some modifications and are not in agreement on all of the 
d alls of the recommendations. This Department strongly favors 
increased emphasis on efforts to reduce the reporting burden on the 
public and to improve cooperative working relationships with the 
reporting public and with the users of the data reported. We have 
consolidated in our Office of Program Analysis, under an Assistant 
Secretary, responsibility for the review, clearance, and approval of 
report forms and plans for the entire Department. 

Regarding internal paperwork management, we have been carrying 
out for a number of years the activities envisioned in the Hoover 
Commission recommendations. We generally operate on a decen- 
tralized basis through the several operating agencies of the Depart- 
ment. Within the Office of the Secretary, the Division of Manage- 
ment Standards is charged with a continuing responsibility for gen- 
erally providing stimulus to the program, including the development 
of standards and departmentwide coordination, rather than exer- 
cising rigid controls through extensive centralized operations. 

One of the three recommendations of the Hoover Commission 
concerned consolidation of social security wage reporting with annual 
earnings reports to Internal Revenue Service. In cooperation with 
the Treasury Department, we have reached agreement on a practical 
method for accomplishing this objective, and legislation is required 
before this plan can be effected. H. R. 7770 introduced on July 30, 
1955, is now pending with the Congress. The proposed plan would 

advantageous to employers, employees, and the Government. 
Employers would benefit by being able to file a single report for each 
employee for both income-tax withholding and social-security wage 
record purposes, eliminating the quarterly reports for OASI purposes. 
Employees covered by both the withholding-tax system and social 
security would benefit by being able to check the accuracy of the 
employer’s report of earnings for social-security purposes each year. 
The Government would benefit (1) by a reduction in processing oper- 
ations for old-age and survivors insurance purposes, (2) through 
obtaining a greater measure of completeness and accuracy in the 
recording of wage records necessary to the administration of the old- 
age and survivors insurance program, and (3) from a more positive 
system of review of the accuracy and completeness of employer social 
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security tax returns and employee income-tax returns. These advan- 
tages will be realized without increased administrative costs and will 
result in increased tax receipts by identifying in a more systematic 
manner Omissions or errors in tax returns. 

As a result of the records-disposition program in this Department, 
1,534,000 cubic feet of records have been destroyed from 1946 through 
November 30, 1955, inclusive. Also, 72,000 cubic feet of records have 
been transferred to Federal records centers or to the National 
Archives. The disposition of these records released for reuse 162,590 
filing cabinents valued at $3,611,800; and $449,400 was turned into the 
Treasury Department as proceeds from the sale of records as waste- 
paper. Current operations under the records disposition schedules 
now established throughout the Department will continue to produce 
annual savings. 

Since 1947, two major operating agencies of the Department, the 
Public Health Service and the Bureau of Old-Age and Survivors 
Insurance (Social Security Administration), have had effective forms 
management programs in operation and have special staffs for this 
purpose. Our other operating agencies and the Office of the Secretary 
are giving renewed attention to the possibilities for more effective 
forms management. ‘The General Services Administration is making 
available this month one of their consultants to assist in the develop- 
ment of a departmentwide forms management program under a 
special project established by the Division of Management Standards. 
We expect to develop a forms management manual setting forth the 
standards and operating procedures of the program as a part of our 
departmentwide, staff manual system which covers in various manuals 
all phases of administrative management activities. 

The proposal of the Post Office Department to simplify the reim- 
bursement procedure in payment for the privilege of using penalty 
indicia was accepted by all operating agencies of the Department. 
This new plan provides for a quarterly billing to the Department by 
the Post Office Department on the basis of 1955 reportings adjusted 
to reflect any known program changes. The simplified reimburse- 
ment procedure eliminates the quarterly report of penalty indicia 
mailings which were estimated to cost the Department $69,605. 


Department of Justice, February 17, 1956 
A forms control program was initiated in February 1955 covering 
legal activities of the Department. Prior to that time the Federal 
Bureau of Investigation, Immigration and Naturalization Service, 
Bureau of Prisons and Federal Prison Industries, Inc., had similar 
programs within their respective bureaus and these continue within 
the general objectives of the overall departmental program. These 
objectives are as follows: 
(a) To determine necessity for each form and possible con- 
solidation or coordination with existing or proposed forms. 
(6) To assure economical production and distribution of forms. 
(c) To eliminate all unneeded forms. 
(d) To assure application of modern forms design and labor- 
saving techniques in constructing forms. 
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(e) To assure through the periodic review of existing forms and 
the study of proposals for new or revised forms that problems 
of organization and procedures are solved. 

The number of forms and reports imposing paperwork on the general 
public is relatively small in this Department. We currently have 136 
such forms, the majority of which are in use by the Immigration and 
Naturalization Service. The activities of the Service were reviewed 
by the Commission Task Force and the Department will continue to 
give special attention to such forms in an effort to comply with the 
recommendations made. 

The total number of personnel occupied in forms management 
throughout the entire Department is 11, some of whom spend only 
part time on forms management. Because of decentralization, the 
accomplishments of each branch of the Department concerned with 
forms management are being set forth separately. 


LEGAL ACTIVITIES AND GENERAL ADMINISTRATION 


With a limited staff at the departmental level consisting of two 
employees, who are also occupied with other duties not related to 
forms management, the past year has been spent primarily in as- 
sembling forms and information, establishing the proper control and 
filing systems, dissemination of information resulting from the new 
program and preliminary analysis of the forms in existence. Certain 
targets have been set for review and analyses with particular emphasis 
at present being placed on forms used in United. States Attorneys' 
offices where it 1s anticipated that great savings can be accomplished. 

During the past 12 months approximately 1,300 forms have been 
reviewed either as a result of direct request for reproduction or through 
initiating forms review projects in particular areas. Of this number, 
96 were eliminated entirely. In addition, 68 other forms were con- 
solidated into 11 forms. This represents a decrease of about 12 
percent on the number reviewed and it is believed that accomplish- 
ments in the future will exceed this figure. Review in each case is 
directed to such elements as purpose, use, format, printing and dis- 
tribution, and analysis of related procedures, 

Bureau of prisons.—The Bureau’s forms control program has been 
in effect for some time. During the past year particular attention 
has been given to forms at the institutional level with provision for 
periodic review of such forms leading toward improved programs and 
standardization on a servicewide basis. 

The administrative office in each institution is charged with the 
responsibility of forms control under direction and coordination of the 
central office of the Bureau. 

There are in existence 368 Bureau approved forms of which 11 
have been recently revised for purposes of improvement and simplifi- 
cation. A simplified system of payroll preparation and payment 
resulted in improved procedures and forms utilization. 

In addition to a continuing program of education of institution 
personnel in the field of forms management, studies are now in progress 

y the Bureau regarding the substitution of standard forms for Bureau 
forms on such items as purchase orders, time records, contract forms 
and Bureau specifications. 
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Federal prison industries.—The forms control program has been in 
existence for a number of years dating back to establishment of the 
corporation. 

he Washington office reviews and coordinates the forms control 
program for 26 field offices. There are about 100 standard forms in 
use throughout the service and several hundred others designed locally 
as an incident to controls in 50 factories and shops operated by the 
corporation. Control over the latter is exercised by central office 
review as well as inspection by the traveling auditors. Though the 
program is of long standing and subject to constant supervision, 
special attention will be given to further the objectives of the Hoover 
Commission. 

Federal Bureau of Investigation.—The Bureau’s forms management 
program as presently constituted was started in 1945. The program 
is controlled in the Inspection and Planning Section of the Training 
and Inspection Division. The forms management desk exercises 
centralized control in that no forms may be used, initiated, revised 
or deleted anywhere in the FBI without the concurrence of the forms 
management desk ; 1,647 forms are now in use throughout the Bureau. 

During the past 12 months, 103 new forms were approved, 163 forms 
were eliminated by means other than consolidation, 81 forms were 
consolidated and 498 forms were revised and/or redesigned for more 
efficient use. 

Immigration and Naturalization Service —The forms control pro- 
gram, which has been in existence a number of years, was intensified 
in 1950. Emphasis is placed on analysis of procedures governing 
the use of forms. 

Since reorganization of the Service a year ago 700 to 800 local forms 
have been eliminated through standardization at the regional level. 

Several of the Hoover Commission's recommendations are currently 
under study to reduce paperwork. 


Department of Labor, March 9, 1956 


Recommendation No. 2 in part I of the Hoover Commission report 
proposes that one top official in each agency be given responsibility 
to review all forms with a view to simplicity and to determine the 
number of copies of correspondence, reports, and material to be 
reproduced. 'lhe Commission's other recommendations are not di- 
rected specifically at this Department. 

It is believed that the general development, direction, and coordina- 
tion of an effective paperwork management program should stem from 
the agency level, but that the review of forms for simplification and 
standardization and for control over the number of copies should 
rest primiarily at the bureau level. Decisions on specific paperwork 
management actions are closely related to the diverse and highly 
technical work of the various component parts of the Department, 
and much responsibility in this field is therefore placed at operational 
levels. 

- The subject of forms management receives the constant attention 
of the Department of Labor. At the departmental level, the Office 
of the Administrative Assistant Secretary makes a continuing review 
of ‘all internal forms commonly used on a departmentwide basis. 
That Office seeks constantly to consolidate, make uniform, and reduce 
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the number of these forms. Bureaus and offices of the Department 
have similar programs respecting their own forms which are not used 
on a departmentwide basis. 

In the case of reporting forms applicable to the public, the Depart- 
ment exerts all precautions to limit requests for necessary information 
to à minimum and to avoid the imposition of reporting burdens. 
The Department has adopted procedures governing review at the 
departmental level of statistical forms and reporting plans which 
require approval of the Bureau of the Budget under Federal Reports 
Act of 1942. "This statute applies to all forms and plans designed to 
collect information upon identical items from 10 or more persons. Such 
reporting forms or plans are forwarded by the originating bureau, 
together with a request for clearance, to the Administrative Assistant 
Secretary of Labor, who reviews the plan or form from an organi- 
zational and operating standpoint. In connection with this review, 
the Office of Statistical Standarda of the Bureau of Labor Statistics 
of the Department conducts a technical review for statistical adequacy. 

Before receiving the above-described review, these forms and plans 
receive intensive screening in the originating bureau or office. In 
addition, all possible techniques are used tọ reduce the reporting 
burdens of the public in connection with approved forms. 

The Department of Labor has long been cognizant of the need for 
simplifying and reducing paperwork, and continual progress is being 
made in this field. A program has been established for elimination of 
nonessential copies. Where possible, form letters have been adopted. 
For some time offset printing from machine tabulation runs has been 
used by the Bureau of Labor Statistics. This eliminates a great deal 
of typing, editing, checking, proofreading, and other paperwork. 
Regarding a program for the protection of vital records, the Depart- 
ment follows all criteria which have been prescribed to date. Mail 
control has been simplified and progress is being made toward the 
Commission’s goal of saving in space and equipment by storing records 
in the National Archives and in recognized storing areas. Disposal 
chedules covering a great deal of material have been cétablished. 

The task force of the Hoover Commission report, in part II of its 
report to the Commission, makes several statements affecting the 
—— of Labor. Comments on these statements are set forth 
elow: 





COMMENTS OF THE DEPARTMENT OF LABOR RESPECTING THE REPORT 
OF THE TASK FORCE OF THE HOOVER COMMISSION ENTITLED PAPER- 
WORK MANAGEMENT, PART II” 





1. The task force, on page 22 of its report under the heading “How 
Long?” states that— 
85 out of 100 regulations of the Department of Labor whieh specify what 


records must be kept by companies or individuals fail to mention how long they 
should be kept. Theoretically, this means permanently. 


Apparently a misunderstanding exists as to the recordkeeping 
requirements of the Department of Labor. The 100 recordkeeping 
requirements referred to in the report are apparently those enumerated 
in the April 8, 1955, issue of the Federa oun (20 F. R. 2240). 
Ninety-six of them are based upon the Fair Labor Standards Act or 
the Walsh-Healey Public Contracts Act. 
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The basic recordkeeping requirements under the Fair Labor 
Standards Act are contained in Department of Labor Regulations, 
part 516 (29 C. F. R. sees. 516.1, et seq,).. In general, they require the 
recording only of such data as an employer would necessarily record 
pursuant to normal business practices. Constant effort is made te 
simplify and abbreviate the requirements. These regulations speciti- 
cally provide a retention period of 3 years for payroll and certain other 
enumer&ted records, and a retention period of 2 vears for certain 
employment and earnings records. "These are the minimum periods 
necessary for proper enforcement of the statute, in view of the 2 and 5 
years statutes of limitations applicable, respectively, to employee suits 
to recover unfair minimum wages and to criminal prosecutions. More- 
over, machinery is provided for relieving individual employers or 
groups of employers of the obligation of keeping certain records for 
the entire period specified in the regulations, and the Department has 
granted —— to some employers to dispose of records such as 
time cards and piecework tickets in as short a time as 90 days. 

The basic recordkeeping requirements under the Walsh-Healey 
Public Contracts Act are substantially the same as those under the 
Fair Labor Standards Act, Department of Labor Regulations, part 
201 (41 C. F. R. sees. 201.1, et seq.), with some additions made 
necessary because of statutory provisions relating to daily overtime 
and safety and health requirements. The regulations specifically 
prescribe a retention Seld of 4 years. "This is plainly reasonable 
because the 2-vear period within which the Government may institute 
civil suit for liquidated damages under this act (29 U. S. C. 255) 
does not apply to the imposition of administrative sanctions such as 
withholding amounts due under contracts and placing contractors' 
names on the ineligible list, and the willful submission of false records 
to the Government would be a criminal offense subject to the 5-year 
statute of limitations. 

About half of the 100 enumerated recordkeeping requirements deal 
merely with the posting of the applicable industry wage order for Puerto 
Rico under the Fair Labor Standards Act, Department of Labor 
Regulations, parts 654 et seq. (29 C. F. R. secs. 654.1, et seq.). No 
retention period is specified for the posting of these notices because 
the industry wage orders are in effect for an unspecified period—4. e., 
until a new order is issued. Posting is necessary as long as the order 
is in effect to notify new workers and to remind old workers of the 
minimum wage to which they are entitled. 

Other recordkeeping requirements relate to the utilization of 
homeworkers and either adopt the recordkeeping requirements of 
Regulations, part 516 referred to above, or prescribe retention periods 
of either 2 years or 3 years. 

Specific recordkeeping requirements have also been issued by the 
Department of Labor under the Fair Labor Standards Act as part of 
the regulations governing the issuance of special certificates permitti 
the employment at o eoi eta rates of learners, handicappe 
workers, and apprentices. These regulations either adopt the record- 
keeping requirements of PAM, part 516, referred to above 
(Regulations, pt. 522 (29 C. F. R., secs. 522.1, et seq.) and Regula- 
tions, pt. 525 bo C. F. R., secs. 525.1, et seq.)), or require the keeping 
of certain records relating to perum of apprentices and fix the 
retentien period as 3 years from the termination of the apprenticeship 
(Regulations, pt 521 (29 C. F. R. secs. 521.1, et seq.)). 
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2. On pages 32 and 33 of its — the task force states that 
“Hardly a single company knows, for example, that all companies 
must keep copies of every bill of lading for 2 years under the provi- 
sions of the wage and hour law.” The above quotation is misleading. 
Regulations, part 516, of the Department provide that employers 
subject to the Fair Labor Standards Act are required to keep order, 
shipping, and billing records for at least 2 years. This requirement is 
appropriate since the law provides a 2-year statute of limitations 
with respect to actions involving violations of the act, and the majority 
of the covered employers are aware of the requirement through the 
information and enforcement activities of the Department’s Wage 
and Hour Division. Experience of the Department discloses no 
substantial evidence of employer hardship or of a lack of knowledge 
of the requirement in this regard. We have found that most firms, 
in order to satisfy their own needs, keep such records for at least 2 
years. 
` 3. On page 33 of its report the task force states that certified copies 
of payrolls must be — to the Government in certain types of 
contracts pursuant to the regulations under the Antikickback Act. 
The task force concludes that the submission of copies of payrolls is 
unnecessary because the payrolls could be examined and verified by 
Government representatives who inspect the projects where the par- 
ticular work is done. 

The antikickback regulations of the Department of Labor (Regu- 
lations, pt. 3, 29 C. F. R. secs. 3.1, et seq.) require contractors and 
subcontractors engaged in federally financed or assisted construction 
work to submit a weekly affidavit that their employees have been 
paid the full wages earned, and that no deductions except permissible 
ones have been made for such wages. "The inclusion of this provision 
is necessary because the Antikickback Act, as amended, providss 
that the Secretary of Labor shall make regulations for such contractors 
and subcontractors “including a provision that [they] shall furnish 
weekly a sworn affidavit with respect to the wages paid each employee 
during the preceding week." These regulations also require the 
preservation of payroll records for a period of 3 years from the date of 
completion of the contract. 'They do not provide for submission of 
the actual payrolls. 

The requirement that payroll records be maintained for 3 years is 
plainly reasonable and necessary. Most of the cases submitted by 
the contracting agencies to the Attorney General for criminal prosecu- 
tion arise out of the falsification of payrolls. 

Contractors and subcontractors performing construction work 
covered by the Davis-Bacon Act and related statutes are required by 
Regulations, part 5, of the Department of Labor (29 C. F. R., secs. 
5.1, et seq.), to submit a certified copy of all payrolls each week to the 
contracting agency. This is necessary since the contracting agencies 
are primarily responsible for ascertaining whether there has been com- 
pliance with the labor standards provisions contained in all contracts 
subject to these statutes. 

4, The task force report states on page 33 that— 


industry and particularly small-business men, feel their payrolls can be examined 
and verified by Government. representatives who inspect their projects in any 


Government. 


case whether or not copies of the payrolls are computed and submitted to the 
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This suggestion is unrealistic. A construction contractor does not 
operate in a fixed location like a manufacturer. He is continually 
operating in different locations, often in several at the same time. 
Usually only the basic daily time records are kept at the project 
itself. They are forwarded to the contractor’s business office, which 
may be a long distance away, where the payrolls are made up and 
left. The elimination of the submission of payrolls to the contracting 
agency would entail the employment of a large number of employees 
by the agencies to act as traveling auditors to check for possible 
violations. 

The contracting agencies do not require any special payroll form. 
They merely enumerate certain specific information, such as name 
of worker, classification, wage rate, straight time, overtime, and de- 
ductions. The contractor maintains this data in any event, and he 
need only submit a certified carbon copy of his payroll to the agency. 

The task force, on pages 37-39 of its report, is critical of the 
number and duplication of records and reports required by Govern- 
ment agencies. ‘The report mentions the Bureau of Labor Statistics 
of this Department as one of the agencies the prime function of which 
is to gather data. 

E he Bureau of Labor Statistics exerts e very effort to avoid duplica- 
tion in reporting. For example, it has had cooperative agreements 
with the States for many vears in regard to its monthly reports on 
employment, wages, and man-hours. ‘The report is furnished to the 
State government, which makes it available to the Federal Govern- 
ment, eliminating duplicate reporting of the same information. This 
cooperative effort has been extended to other fields and is being 
expanded as rapidly as possible. 

6. On page 41 of its report the task force, under the heading “‘ Re- 
porting by exception,” cites the Department of Labor Form BLS 1417 
(the form used to collect quarterly statisties on work injuries) as being 
responsible for the complaint of a business executive that he must file 
a quarterly report on work injuries although his firm experienced only 
one accident in 27 years. 

The task force missed the point in citing form BLS 1417 as an 
example of *reporting by exception’ ’ resulting in unnecessary paper- 
work. Obviously, an industry report on accident rates would be 
meaningless if based solely upon reports from those firms in which 
acc idents oecurred during the pertinent period. For statistical pur- 
poses it is also necessary to ascertain how many firms had no accidents. 


Post Office Department, February 21, 1956 

Post Office has made considerable progress in this area in following 
out the recommendations of the Hoover Commission. 

We have a fully activated Forms Control Section that is responsible 
for postal forms control. Since January 1, 1953, a net reduction of 
1,376 forms has been realized, with 4,163 standard Post Office Depart- 
ment forms used throughout the Postal Establishment rem: ning at 
January 31, 1956. "These standard Post Office Department forms are 
stocked in supply centers (1,056), in the Department (2,503), and in 
post offices (604). 
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Post Office Department, February 21, 1956—Continued 


A definite program for reducing the number of special local use 
forms in large post offices is underway and satisfactory initial results 
are being obtained. 

Our four supply centers, which supply the entire postal system with 
forms, have been modernized and equipped with good stock controls 
to assure postmasters of prompt replenishment of only approved 
standard forms. 





Department of State, February 14, 1956 

The forms management program of the Department, concerning 
which you inquired in your letter of January 19, is a continuing 
undertaking. As a part of this program the Department has followed 
up the Hoover Commission suggestion (pt. II of the Report of the 
Task Force on Paperwork Management) that four forms used by 
the Passport Office might be simplified or eliminated. 

Three of these four forms listed by the Hoover Commission have 
been consolidated into one passport application form. "The previous 
legalistic language has been simplified and the boxes to be filled in 
have been revised and rearranged to facilitate completion. 'The con- 
solidated form should be relatively simple for the average person to 
complete and is more efficient to process, thus providing better service 
to the public. Further, by putting the consolidated form on letter- 
size paper a saving in rental (floor space) and equipment (file cabinets 
and shelves) cost will be realized. As a result very considerable 
operating economies are anticipated within the Department. In 
addition there will be important savings to applicants, court clerks, 
and passport and travel agents. 

The fourth of the passport forms has been redesigned as a result of 
its examination under the forms-control program. Another passport 
form, not specifically listed by the Hoover Commission, has also been 
redesigned as a result of this intensified examination of passport forms, 
and 10 others, principally used in the Foreign Service, are currently 
under study. As they come up for reprinting, they will be reduced in 
size and consolidated where feasible. 

Additional accomplishments of the Department during the past 
year in the reduction of paperwork have included important improve- 
ments in consular services and mailing procedures. By abolishing 
the old consular invoice covering each shipment of merchandise im- 
ported into the United States the processing of thousands of such 
documents by the Foreign Service every year was eliminated. In the 
Pouch Section of the Department a monthly bill of lading for each 
carrier was substituted for a bill of lading for each shipment, reducing 
these documents from an average of 15,000 to 2,000 per year. Im- 
portant sevings were also realized in the General Accounting Office 
and in the airlines accounting offices. 

Apart from the action taken on the Hoover Commission recommen- 
dation and reductions in paperwork realized in consular work and in 
our pouch procedures, the Department under its continuing forms 
management program recently completed a study of all forms used 
in the Department and in the Foreign Service. The objective of this 
comprehensive review, carried out between October 1953 and Febru- 
ary 1955, was to eliminate unnecessary forms, retain and improve 
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necessary forms, and create new forms where they might further 
economic and efficient performance of an essential operation. When 
the review was completed 131 forms had been eliminated and 105 
revised or repleced; 865 forms were continued without revision. 

Following completion of this comprehensive survey there was 
established a schedule under which all departmental and Foreign 
Service forms will be reexamined at least once annually, and in some 
instances more frequently as they come up for reprinting. 

You may be sure that in the Department’s overall management 
rogram the possibilities for savings of money and manpower through 
orms control will continue to be given emphasis. 





Department of the Treasury, February 20, 1956 

The forms management program in the Treasury Department is 
one phase of a comprehensive management improvement program 
which is designed to take advantage of all the skills and talent avail- 
able in that Department. The Administrative Assistant Secretary 
is responsible for directing and coordinating the program. This is 
done in collaboration with the Management Committee which was 
established “to further in every way possible the Treasury’s efforts 
to improve, and reduce the cost of, its services.”’ 

A small management staff at the departmental level supplies guid- 
ance and assistance to the several bureaus in carrying out their re- 
sponsibilities for effective and economical operating practices. 

Most of the larger bureaus such as Internal Revenue, Customs, and 
Public Debt have full-time management staffs, while the smaller 
bureaus utilize their top administrative officer in furtherance of the 
program. 

The responsibility for forms management is delegated to the bureaus 
as a part of the over-all management program. Under this delega- 
tion the bureaus are responsible for determining the essentiality, 
design, printing, and distribution of all forms used within their 
bureaus. There are certain exceptions, however, where a form and 
related procedure are cleared through a departmental control point. 
Such forms include those requiring approval by the Bureau of the 
Budget under the Federal Reports Act of 1952, proposed standard 
forms which require approval by the Bureau of the Budget, and 
accounting forms which require the approval of the General Account- 
ing Office. 

PROGRAMS IN MAJOR BUREAUS 


All major bureaus have forms control programs designed to provide 
adequate controls in relation to the volume and importance of forms 
in that particular bureau. 

The bureaus most concerned are Customs and Internal Revenue. 
These bureaus frequently consult with industry and professional 

oups in developing their forms and related regulations and have 
ba able to make considerable improvements by this form of contact. 

The Bureau of Customs has a comprehensive forms control program 
which includes the review of each form prior to reprinting to assure 
that the form serves a useful purpose, that it is required by law or 
regulation, that it is adequate as to content, arrangement, size and 
grade of paper, and that no other form (including standard forms) 
will serve its purpose. 
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Department of the Treasury, February 20, 1956—Continued 


Responsibility for administering this program rests with an admin- 
istrative officer who reports to the Deputy Commissioner of Customs 
for Management and Controls. The distribution of Customs forms 
is handled centrally through the Customs Information Exchange in 
New York City, from which all Customs field offices obtain supplies 
of officials Customs forms, including those which are salable. 

As a result of recommendations of international air carriers to the 
Paperwork Management Task Force of the Hoover Commission, the 
Bureau of Customs eliminated 7 forms, modified or revised 4 forms, 
and consolidated 8 forms into 3. 

The Internal Revenue Service is constantly striving to reduce the 
amount of paperwork required from taxpayers wherever it is con- 
sistent with effective tax administration. As a part of an integrated 
management program there is conducted a continuing review and 
analysis of all Internal Revenue Service forms, and the procedures 
related to their use. Each form is examined to insure that it is 
actually needed; that all information requested on it will be used; that 
the design lends itself to the simplest possible preparation; and that 
only the minimum number of copies are requested. This review and 
analysis takes place in the Washington office on all forms which are 
centrally prescribed and in the regional offices on all forms prescribed 
by the district offices. 

A review and subsequent revision of all the form letters used in the 
revenue collection operation resulted in greatly expediting the replies 
to the public at a significant reduction in cost. 

Ten recommendations with respect to Internal Revenue Service 
forms were listed by the Hoover Commission Task Force for followup. 
Recommendations with respect to 6 of these forms have already 
received favorable consideration and action has been taken to imple- 
ment them: 1 recommendation was withdrawn, 2 forms listed cannot 
be associated with specific recommendations, and 1 recommendation 
was rejected as not feasible. 

The Hoover Commission on Paperwork Management—Part I 
recommended that legislation be enacted to implement a plan which 
had been developed by the Internal] Revenue Service and the Social 
Security Administration. "This plan would increase the Government's 
efficiency in administering the social security and income tax programs, 
and greatly reduce the reporting burden on employers by eliminating 
the quarterly informational return now required for social security 
purposes. It would benefit employees by providing automatically 
the opportunity to verify their social security earnings record. The 
Hoover Commission estimated that the part of the plan which elim- 
inates quarterly wage reporting (Forms 941 and 941A) would save 
$22 million annually for industry as a whole. 

This plan is incorporated in H. R. 7770, which is awaiting action of 
the Committee on Ways and Means, House of Representatives. 

The task force recommendation with respect to discontinuance of a 
Comptroller of the Currency form —— in introduction of legisla- 
tion to repeal legal requirement. 

Other specific actions to strengthen the forms management program 
include a review of reports and reporting systems initiated by depart- 
mental orders of January 3, 1955, and June 30, 1955, respectively, and 
a departmental order of October 24, 1955, which launched a special 
full-scale search for economies which is now in process. 
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Federal Civil Defense Administration, February 10, 1956 


The Federal Civil Defense Administration forms-management pro- 
gram is conducted by the General Administration, Management 
Improvement Office. "The objectives of the FCDA forms-management 
program are to— 

1. Determine the necessity for each form and each proposed new 
form and eliminate those found to be unessential. 

2. Consolidate similar forms into multipurpose forms. 

3. Develop or review procedures for the preparation, use, and 
control of specific forms or groups of forms. 

4. Use standard Government forms to the maximum extent possible. 

5. Provide for economical production and usage of forms by design- 
ing and printing them on standard sizes and weights of paper. 

The procedures for attaining the objectives of the forms-manage- 
ment program are—- 

1. Offices requiring the printing or reproduction of either new forms 
or revisions of present forms submit to the Management Improvement 
Office a rough pencil sketch of the proposed form with the request for 
printing and a full statement of the purpose for the form. 

2. The Management Improvement Office— 

(a) Analyzes and evaluates the requests and justifications for 
new and revised forms. 

(b) Determines (or approves) the type of form based on pro- 
cedural requirements, the quantity to be printed, the minimum 
number of carbon copies, and the initial distribution of the form. 

(c) Assigns form numbers and titles to forms. 

(d) Arranges for designing and drafting forms. 

(e) Reviews requests for replenishment of stocks to determine 
whether the forms should be discontinued or revised and also to 
determine the correct reorder quantity based on past usage and 
future needs. 

(f) Arranges with the Bureau of the Budget, as required, for 
clearances on appropriate forms. 

(9) Maintains necessary records to eliminate duplicate and 
obsolete forms. 

The achievements of the FCDA forms management program are— 

l. Since January 1951, 76 forms have been abolished. 

During calendar year 1955, 50 forms were declared obsolete, 50 
Ma were revised to improve their de ‘sign or to meet revised require- 
ments, and 38 new forms were deve loped to meet new and revised 
program requirements. 

3. Unessential forms such as routing slips with names were rejected. 
A routing slip with space for four names is used by most offices. 

4. The use of standard Government forms has been expanded 
to include ledger type for procurement records and appropriate 
GSA forms for the procurement of supply items. 

About 10 forms have been consolidated in recent months. 

. Where possible, the size of forms has been standardized by use 
PP a Vari-T yper machine or by photographic reduction processing. 

7. The Bureau of the Budget has approved 28 FCDA forms. “The 
majority of these forms have a spec ialized use in the contributions 
program and are prepared by State and local civil defense directors 
only. 
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Federal Communications Commission, February 14, 1966 


That the Commission has long recognized the need for overall forms 
management is evident in the fact that for the past 10 years or more 
our Organization and Methods Division has been charged with the 
function of reviewing forms used by this agency. At least one person 
in this Division has worked on this activity full time over these years. 
In 1951 our forms program was expanded to include a forms repre- 
sentative (in most cases the administrative assistant to the bureau 
chief) in each bureau and there are now approximately 4 man-years 
spent each year in the Commission on our forms management pro- 
gram. The responsibilities for forms management have been dele- 
gated as follows: 

1. The Organization and Methods Division is responsible for— 

(a) clearing with the Bureau of the Budget all forms subject to 
the provisions of the Federal Reports Act; 

(b) developing and disseminating all forms control standards 
used in the Commission; 

(c) reviewing all public use and interbureau forms before print- 
ing to assure compliance with the standards, and assigning form 
numbers thereto; and 

(d) postauditing all intrabureau forms for compliance with the 
standards. 

. The bureau forms representatives are responsible for— 

(a) assisting bureau personnel in considering the need for all 
new forms and in applying good forms standards in the develop- 
ment of new forms and revisions of existing forms; 

(b) reviewing all intrabureau forms prior to printing and assign- 
ing form numbers thereto; 

(c) approving for the bureau all requisitions for forms originat- 
ing in the bureau; and 

(d) acting as a focal point on all forms matters in the bureau, 

3. The Administrative Services Division is responsible for— 

(a) assisting bureau forms representatives in designing forms; 

(b) reproducing or requisitioning from the Government Print- 
ing Office all forms used in the Commission; 

(c) stocking all Commission forms; and 

(d) acting as liaison with the Government Printing Office on 
all forms requisitioned from them. 

Since this program was already in effect and operating satisfactorily 
at the time the Hoover Commission report was released, and since it 
was in accordance with the recommendations in that report, no changes 
have been made in our program subsequent to that time. Incidentally, 
a member of the Commission’s staff is a member of the Federal 
Records Council and was a group leader in the Hoover Commission 
task force dealing with paperwork management and we are in a good 
position, therefore, to understand and appreciate the report. 


bo 





Federal Power Commission, February 15, 1956 

The following comments relate to those phases of Federal Power 
Commission operations which impose paperwork requirements upon 
industry: 
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1. FPC Forms Nos. 1 and 2: The Hoover Commission Task Force 
on Paperwork Management recommended certain changes in the 
content and in the date of filing of these annual report forms. 

Close coordination exists and must continue to exist between the 
reporting requirements of the Federal Power Commission and the 
National Association of Railroad and Utilities Commissioners 
(NARUC) with respect to the electric-power industry and natural-gas 
industry ;‘ accordingly, proposed changes in FPC forms should be 
reviewed and concurred in by the State commission representatives 
of the NARUC Committee on Accounts and Statistics. The latter 
committee has had under consideration for some time certain revisions 
of the systems of accounts which, if adopted, would require revision 
of the annual report forms. For this reason, action on the report 
form recommendations of the task force was deferred pending NARUC 
action on contemplated revisions in the uniform systems of accounts. 

The 1955 NARUC convention tabled the proposal to amend the 
system of accounts. Since that time the task force recommendations 
have been referred by the Bureau of the Budget to the Public Utilities 
Section of the Advisory Council on Federal Reports. Representatives 
of the advisory council met with a special NARUC committee to re- 
view the task force recommendations and make plans for the revision 
of the report forms on a cooperative basis between the FPC staff, the 
NARUC accounting committee and representatives of the advisory 
council. As a result of these discussions, a number of the task force 
recommendations were disapproved by the advisory council. Proposed 
changes in the report forms are being considered by the FPC staff 
prior to referral to the NARUC accounting and engineering com- 
mittees. Under present plans the necessary coordination between 
the FPC staff, the special NARUC committee and representatives of 
the advisory council will be completed in time to permit consideration 
of the joint recommendations by the NARUC accounting committee 
in April or May 1956. 

2. FPC forms Nos. 4, 5, 11, and 12E: The task force recommended 
eliminating these monthly reports. 

These report forms have been the subject of extensive discussions 
between the FPC staff and members of the task force and the miscel- 
laneous reports subcommittee thereof. These FPC report forms 
reflect various phases of company operations and have been deter- 
mined to be necessary in the commission’s regulatory work. 

3. National Electric Rate Book and Typical Electric Bills: The 
task force recommended eliminating the industry information required 
for these FPC publications. 

These publications have wide public interest and serve as a guide to 
comparative rates of various companies in cities and towns throughout 
the United States. It has been determined that retention of the pub- 
lications is in the public interest. 

4. FPC form No. 6: The task force recommended that several 
schedules be eliminated and other schedules be modified in the licensed 
project initial cost report. 

The proposed amendments were submitted to rulemaking proceed- 
ings which resulted in a few additional minor changes. The revision 
of FPC form No. 6, which considerably reduces the volume of paper- 
work required, was adopted by the Commission January 18, 1956. 
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Federal Power Commission, February 15, 1956—Continued 


FPC form No. 7: The task force recommended elimination of 
this licensed project statement of actual legitimate original cost of 
construction. 

This form constitutes a formal acknowledgment and statement of 

roject costs and is important to the Commission with respect to 
i compliance with the Commission’s order fixing the project 
costs. The cost or net investment is used as the basis for rates and 
acquisition price under the Federal Power Act. No action is con- 
templated on the task force recommendation to eliminate the form. 

FPC form No. 8: The task force recommended eliminating 
this report of claimed increases and decreases in licensed project 
plant accounts. 

This report fulfills the need of the FPC for keeping up to date 
information concerning changes in licensed project property and for 
determining the necessity for ‘and timing of audits of project additions 
and betterments. Without this report the Commission would be 
uninformed and lack an essential basis for coordinating its audit pro- 
grams. No further action is contemplated on the task force recom- 
mendation for its elimination. 

FPC form No. 12: The task force recommended the elimination 
or simplification of various schedules in this power system statement. 

This report is filed annually with the FPC by the electric utilities. 
Pursuant to discussions with members of the task force and consistent 
with suggestions of the Public Utilitiy Committee of the Advisory 
Council on Federal Reports, the filing date for the form has been 
extended from April 15 to May 1 and instructions in FPC form No. 12 
have been revised to eliminate the detailed reporting of data for steam- 
electric plants with installed capacity under 10,000 kilowatts, instead 
of under 5,000 kilowatts, and for internal-combustion engines and 
gas-turbine plants with installed capacity under 2,500 kilowatts, 
instead of under 1,000 kilowatts. The latter change will permit the 
affected plants to have data filed on a short schedule consisting of one- 
third of a page instead of the larger two page schedule. In addition, 
an alteration has been made in the classification of systems which 
file FPC form No. 12 to include a new classification which will permit 
those systems that obtain their entire energv requirements from other 
systems to file an FPC form No. 12-4, consisting of 5 pages, rather 
than the 33-page form No. 12. "This change in classification will 
permit some 300 systems to file on the smaller form. 

8. Rate Regulation and Certificating of Facilities: The task force 
recommended that numerous changes be made in the Commission's 
rules relating to rate schedules and tariffs and applications for certifi- 
cates of public convenience and necessity. 

As a result of a series of conferences between the FPC staff and 
representatives of the Federal Power Bar Association, the Independent 
Natural Gas Association and the task force numerous rule changes 
have been approved by the Commission. These changes simplify 
and clarify the provisions relating to rate filings and certificate appli- 
cations, and also affect the notice requirements associated with the 
filing of rate schedules. Additional studies of the Commission’s 
rules are in progress with the cooperation of industry representatives, 
and these should result in similar benefits. 
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9. Regulations for Preservation of Records of Public Utilities and 
Licensees: The task force recommended extensive revision of these 
regulations. 

As a result of discussions between the FPC staff, representatives of a 
special NARUC Subcommittee and members of the task force, pro- 
posed changes in the regulations were formulated and submitted to the 
NARUC Accounting Committee. Such changes were thereafter 
submitted to rulemaking proceedings and adopted by the Commission 
on December 7, 1955. 

Following is a summary of action taken with respect to internal 
paperwork management which is consistent with the objectives of 
the Task Force on Paperwork Management: 

1. A series of management studies has been instituted through which 
detailed paperwork processes are being analyzed and simplifications 
effected. Numerous forms have been eliminated or simplified, files 
and records eliminated or consolidated and unnecessary extra copies 
discontinued. 

Internal reporting requirements have been reviewed and a single 
monthly progress report (based upon the principle of “exceptions”’) 
pt been adopted in lieu of several more time consuming reports. 

A codified system for issuing instructions to the staff has been 
— and is now undergoing final review before consideration by 
the Commission. This system will simplifv the control of instruc- 
tional material issued and limit distribution to those staff members 
having need of the instructions. 

4. À study has been made of duplicating plant processes, and the 
work flow adjusted for maximum efficiency. Other benefits include 
improved machine utilization; reduction of overtime; closer adherance 
tojpublication schedules; use of the most economical and effective 
equipment for each type of job, and establishment of standards for 
production control in order that overruns are limited to that quantity 
necessary to accommodate initial poor copy and machine adjustments. 

A correspondence manual is being developed which will include 
standards covering style, format, presentation, file identification and 
copy control. 

6. A study of all internal forms has been initiated and is expected 
to result in elimination of numercus forms having marginal value and 
the simplification of many others. Through assignment of definite 

responsibility for the design, method of reproduction, coordination 
and control of new forms, à more economical and efficient system of 
forms management is expected to result. 

A study of internal distribution of all publications including 
orders, notices, opinions, decisions, and administrative media cur- 
rently is being made. Selective distribution on a “need to know” 
basis should result in reduced printing costs. 

A planned effort has been made to reduce to a minimum the 
number of items reproduced in double spaced form and one side of 
the paper. Changes which have been made and those anticipated 
should result in substantial savings in reproduction materials and 
mailing costs and in reduced collating time and reduced filing space. 
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Federal Trade Commission, February 20, 1956 


REQUESTS TO THE PUBLIC FOR INFORMATION 


Questionnaires to the public or industry requesting information are 
cleared through the Commission’s liaison officer with the Office of 
Statistical Standards, Bureau of the Budget, whenever contacts are 
planned with 10 or more persons or firms. The liaison officer clears 
the questionnaires, when necessary, obtaining the approval of the 
Bureau of the Budget as provided for by the Federal Reports Act 
of 1942. 

Individual requests for information to be used in legal investigations 
of alleged violations of law are limited to the obtaining of evidence 
necessary to the investigation or prosecution of alleged violators. 

In connection with the surveillance of advertising disseminated by 
means of newspapers, magazines, and television or radio continuities, 
the Commission is furnished, upon request, newspapers and magazines 
from publishers and advertising scripts from networks or individual 
stations. 

The requests to these industries were reviewed for necessity and 
format shortly after the reorganization of the Commission on July 1, 
1954; and in the instance of the newspapers and magazines, it was 
found that a substantial reduction in the requests for periodicals 
could be made with no injury to the efficiency of the survey. This 
reduction was made effective in November of 1954. 

In the instance of the request for radio and television advertising 
scripts, there was effected on April 1, 1955, a complete change in the 
methods used to conduct the surveillance of the advertising dissem- 
inated by these industries. This change was made partly as a result 
of the review conducted by the Commission as aforementioned and 

artly as a result of conferences with industry representatives and the 
oover Commission Task Force on Paperwork Management. 

Prior to this change continuities were requested for periods of several 
weeks from some stations, and other stations were not required to 
report at any time. The Commission, by employing a scientific 
sample as opposed to the previous hit-or-miss techniques, now com- 
pletely covers all television and radio stations and has reduced 
drastically the demands on the industry. This method now employed, 
having the approval of representatives of the industry and the Hoover 
Commission task force, is estimated by the industry to result in 
annual savings of $160,000 to the industry. From the Commission's 
standpoint, the new method is resulting in a more careful scrutiny of 
this advertising at a reduction in cost to the taxpayer. 

The savings to the Commission in this activity, resulting from the 
reorganization and installation of new procedures, is 8 positions 
totaling approximately $30,000. 


DISTRIBUTION OF PRESS RELEASES, PUBLICATIONS, ETC. 


In the distribution of press releases, publications, and other infor- 
mational material, the Federal Trade Commission’s policy is in strict 
conformance with the regulations of the Joint Committee on Printing 
of the United States Congress. 

No publication is distributed to any segment of the public unless 
there is a specific request from the individual receiving the same. 
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As a general rule, requests for publications, other than those placed 
by Federal, State, or local government agencies, libraries open to the 
public, and collaborators in the preparation of the publication, are 
referred to the Superintendent a Documents, Government Printing 
Office, if the publication is available on a sale basis. 

All mailing lists maintained by the Commission are circularized 
once a year, and persons that do not indicate a desire to remain on the 
lists are deleted therefrom. 


INTERNAL FORMS, ESTABLISHMENT OY FILES, REVIEW OF FILES FOR 
NECESSITY, ESTABLISHMENT OF CORRESPONDENCE STANDARDS AND 
PROCEDURES 


Under the reorganization of the Federal Trade Commission effective 
July 1, 1954, there was established in the Executive Director's Office 
a Division of Management and Organization whose function, in part, 
is to revise organization and procedures so as to eliminate needless 
paperwork, properly utilize manpower, and reduce delay in operations. 

As of January 1, 1956, the following has been accomplished in 
internal paperwork savings under the supervision of this Division: 

l. Investigative records.—By combining 4 record rooms formerly 
performing various parts of this function into 2 record rooms, estab- 
lishing à new procedure, and redesigning the forms used for processing 
these files, the number of records and reports has been reduced from 
39 to 17 and the number of persons employed has been reduced from 
35 to 19, with a dollar savings of $53,000 in personnel costs and $8,000 
in filing equipment (replacement value). 

2. Form letters—Form and guide letters have been substituted for 
dictated letters in areas where applicable with an appreciable (though 
untabulated) savings in professional, stenographic, and typing 
manpower. 

3. Memorandums.—Lengthy concurring memorandums have been 
abolished. Full concurrences are noted on the basic memorandums 
by endorsement. 

4. Economic records,—In the Bureau of Economics a review was 
made of the economic files resulting in the reduction of these files by 
120 letter-size file drawers ($3,600 savings in equipment-—-replacement 
value). 

5. Formal records.—In the Office of the Assistant Secretary for 
Legal and Public Records, a review of the auxiliary files resulted in 
a reduction of these files by 100 letter-size file drawers ($2,250 saving 
in equipment—replacement value). 

These reviews and surveys of paperwork creation and storage will 
be extended to other areas in the Commission as manpower is 
available. 





General Services Administration, March 16, 1956 


GSA has had an internal forms management program in operation 
since April 1950. The Forms Control and Standardization Branch in 
the Organization and Methods Division reviews the essentiality of all 
forms initiated by the central office. Regional offices of management 
have similar programs and review the essentiality of internal regional 
office forms. ese regional office forms are also subsequently 
reviewed by Forms Control Branch of the central office. 
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General Services Administration, March 16, 1956— Continued 


Technical guides for the functional consideration of forms, their 
development, construction, and design, as well as printing methods, 
are established with respect to all forms used by GSA. Particular 
empbasis is placed on the clearance and approval of public-use-type 
forms mentioned. All such forms are carefully reviewed and full 
ustification of need developed prior to their clearance with the 

ureau of the Budget. Prior to the promulgation of standard forms 
which are for non-Federal use, the comments and recommendations of 
industry are obtained. 

In summary it may be said that the operation of the internal GSA 
forms management program is entirely consistent with the Hoover 
Commission reports. 

The authority and responsibility for GSA forms management on a 
governmentwide basis has been set forth succinctly by the following 
documents: 

1. Hoover Commission recommendation No. 1 (b) recommended 
that— 

The General Services Administration be given responsibility for general super- 
vision over all phases of paperwork management throughout the executive branch 
of the Government with a view to simplifying and improving the quality of forms, 
correspondence, reports, and other documents, eliminating nonessential copies of 
material, reducing the volume and cost of paperwork that is currently required to 
be produced, issued, filed, and stored, and standardizing the procedures and prac- 
tices relating to paperwork management. 

2. Revised Cabinet Record of Action No. 30, for the meeting of 
August 12, 1955, indicated that— 

The President requested department and agency heads to cooperate with the 
General Services Administration, which will serve in a central assisting and 
advisory capacity, with respect to many significant aspects of the executive 
branch’s paperwork management program. 

3. The Director of the Bureau of the Budget in a letter of Decem- 
ber 21, 1955, stated that— 

In order to effectuate the President’s decision, the General Services Adminis- 
tration should develop programs not now in existence for assisting agencies in 
simplifying and improving their paperwork processes. It is our belief that, within 
the framework of the executive branch’s general management objectives, these 
programs should be concerned with the improvement of correspondence and letter- 
writing practices, mailing systems and procedures, and systems for control of 
forms, reports, directives, and issuances; and methods and techniques for improv- 
ing the quality and reducing the quantity of forms and records used in agency 
operations and for simplifying operating procedures involving extensive paper- 
work. To the extent that business machines and electronic devices can be utilized 
to simplify such procedures, assistance would be provided with respect thereto. 

In order to carry out this expanded program, including improvement 
of forms management, an additional amount of $150,000 was included 
in the President's budget for fiscal year 1957. "This request is now 
being considered by Congress. 

Meanwhile, with the resources available to it, the Records Manage- 
ment Division of GSA is assisting agencies with their forms manage- 
ment problems. Recent examples of this include redesigning the 
American passport and passport application forms for the P 
ment of State and conducting a survey of the effectiveness of the 
forms management program of the Department of Agriculture. 

A records management handbook devoted to the subject of forms 
management is scheduled for compilation and publication in the next 
6 months. 
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Housing and Home Finance Ageney, February 17, 1956 

The paperwork management program in the Office of the Adminis- 
trator, which serves as the prototype for similar programs in each 
constituent of the Agency, is under the general direction and control 
of the Assistant Administrator (Administration), who heads the Divi- 
sion of Administration. This Division provides the administrative 
services and facilities for the Office of the Administrator, the Com- 
munity Facilities Administration, the Urban Renewal Administration, 
and the voluntary home mortgage credit program. It exercises day- 
to-day control over the development, design, use, printing, and distri- 
bution of forms; the reexamination and simplification, standardi- 
zation, or elimination of forms; the preparation, routing, and control 
of correspondence; the maintenance of mailing lists on a current 
basis; the development and maintenance of active and inactive central 
files; and the periodic disposal of unnecessary and obsolete records. 

The Division has prepared administrative practice handbooks (as 
part of the HHFA manual series) for the use of the Central Office and 
HHFA regional offices. These are in looseleaf form and are kept 
up to date. The Division provides technical assistance and advice 
on, and reviews all forms proposed for use in administrative and 
program activities. It is also the central point through which all 
requisitions for duplication and general distribution of printed 
materials must pass, for review and approval of adequacy of clearances 
administrative practicability, format, and propriety of request d 
quantity and distribution. 

The Division is responsible for the development and maintenance of 
a uniform records management program, and for providing advice, 
assistance and training in the establishment of efficient and economical 
systems for processing, maintenance and disposal of records and files, 
including the microfilming and storage of indispensable records. Froe- 
cedures to simplify and improve the quality of communications have 
been issued. A handbook for stenographers and typists has been 
developed which explains Agency objectives in communications and 
records control, and is periodically revised to reflect improvements in 
in paperwork management. 

On an agencywide basis, the Assistant Administrator (4 dminis- 
tration) has responsibility for stimulating and coordinating paperwork 
management improvements, and has recently given special attention 
to a study of developments in the field of automatic computers, to 
determine their practicability for use in the many tabulations, reports, 
and related operations required in Agency programs. Within the 
past few years, a number of program accounting and tabulating opera- 
tions have been mechanized successfully, usmg IBM puncheard sys- 
tems. So far, the cost of the newer electronic brain computers has 
been too high to justify their purchase or rental by the Agency, but 
the possibilities of shared use with other agencies are being explored. 

A typical example of the simplification of work and manpower 
whieh can often be achieved through mechanization of tabular 
operations is the very recent accomplishment in the voluntary home 
mortgage credit program. 

The National Committee of the Voluntary Home Mortgage Credit 
Program, which was established by the Housing Act of 1954, is 
required by law to study and review the demand and supply of funds 
for residential mortgage loans in all parts of the country and to receive 
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Housing and Home Finance Agency, February 17, 1956—Continued 
reports and correlate the activities of its 16 regional subcommittees. 
All staff services of the VHMCP are supplied by the Office of the 
Administrator. 

Until about 2 months ago, each of the 16 regional committee 
offices were required to submit each month to the National Committee 
4 statistical tabulations derived from 8 different hand-prepared tally 
sheets on the region’s applications and program activities; this involved 
» to 10 man-days of work by the secretariat in each office. The 

ational Committee office, in turn, combined ang correlated these 
tabular reports, requiring some 6 man-days for this work each month. 
As the volume of VHMCP applications mounted, and operations 
expanded, the length and complexity of the reports increased to the : 
point where it became apparent that additional staff help of at least ; 
eight persons was urgently needed to keep the reports from falling 4 
too far behind to serve their intended purpose. A study was promptly 
undertaken to see what could be done about reducing the workload 
insofar as possible. 

The study resulted in the development of an almost completely 
mechanized operation. A single comprehensive IBM card form was 
designed, containing items for all the information required in the 
reports. All the regional committee staff need do, now, is to circle 
in pencil, on a separate card for each applicant, the pertinent items of 
information as printed on the card. At the end of each month, the 
regional committee offices send the accumulated batch of cards to 
the National Committee office, without further processing. The 
Office of the Administrator has entered into a contract with the Bureau 
of Labor Statistics, which has adequate IBM processing equipment, 
to prepare the cards for automatic machine tabulation by punching 
them for the items circled in pencil. Thereafter, the cards may be 
run through the machines for most any type of tabular reports the 
central committee may need. 

With the new system in successful operation, the hiring of additional 
staff has been averted, voluminous paperwork in the regional and 
National Committee offices has been drastically reduced by discarding 
the 12 forms previously used, and more detailed statistical reports 
on the overall program are available in far less time than was possible 
under the old system. When the current run of cards is completed 
by BLS, the statistical information for the program will be fully 
up to date and wili remain on a current basis. 

The extent to which paperwork management is emphasized generally ] 
throughout the Agency is well demonstrated by this example and by i 
other examples indicated in the reports received from the Federal 
Housing Administration, the Public Housing Administration, and 
the Federal National Mortgage Association, which are summarized in 
the enclosed statement. 
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The Federal Housing Administration in 1951 established a compre- 
hensive and continuing records management program. First emphasis 
was placed on controlling the disposition of FHA records through dis- 
posal and transfer to Federal records centers. In the period of 4 
years to June 1955, savings in space and equipment amounted to 
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more than one-half million dollars. During the same period individual 
projects were completed which reduced mail costs, eliminated un- 
necessary files, consolidated routine letter writing chores, reduced 
typing costs by the installation of simple copying devices, eliminated 
hand folding of mail, decreased mail registration, consolidated a large 
volume of active program files in warehouse space, applied double 
postcard procedure to locate missing debtors under the title I pro- 
gram, adjusted mailroom work schedules, etc. Approximately 
$100,000 in savings was realized in this type of paperwork manage- 
ment through June 1955. 

In the fall of 1955, the FHA, recognizing a need for a more formalized 
approach in those areas of paperwork management having to do with 
the “birth control” of records, established a Records Management 
Section to give full-time attention to the improvement of forms, 
correspondence, filing systems, mail management, control of records 
equipment, printing and distribution costs, and records management 
training. A forms program is being established along the lines de- 
veloped and successfully installed in the Department of the Navy 
and the GSA; all forms and form letters are now subject to review for 
possible consolidation, elimination, correlation with procedures, appli- 
cation of modern forms design and printing economies. A special 
study of printing costs, including distribution, is now being made to 
assure that publication requirements are being met efficiently and 
economically. 

FHA is currently studying the neighborhood information files prob- 
lem in the field offices, the elimination of information copies of corres- 
pondence generally, the possible apptication of correspondex systems 
in field offices and in certain areas at the headquarters level. It is 
working jointly with the Veterans’ Administration to combine VA and 
FHA forms where possible. A complete survey of paperwork in the 
system for the procurement of supplies, equipment and services is 
now in progress. Paperwork surveys have been made by GSA in the 
Los Angeles and San Francisco offices, and the San Francisco report 
will determine whether a complete national survey would be advisable 
at this time. 

During the year, the FHA program for records management was 
designated by the National Archives and Records Service as one of 
those operating effectively in Government. Discussion of the pro- 
gram was included in the Second Institute on Records Management, 
an annual seminar of the American University on the subject. 


PAPERWORK MANAGEMENT IN PUBLIC HOUSING ADMINISTRATION 


Record keeping and disposal.—Records are filed in designated de- 
centralized filing stations under the control of records personnel, 
thereby providing for control over the number of files established and 
eliminating duplicate files, while providing good reference service to 
using offices. The number of copies of official documents are pre- 
scribed by procedure, both as to those initially prepared and those 
placed in the files, and given continuing scrutiny to keep them at the 
essential minimum level. When records become semiactive they are 
transferred to less valuable space, that is adequate for the purpose 
but unsuitable for desk space. When records become'inactive they 
are transferred to Federal records centers. Records of long-term 
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Housing and Home Finance Agency, February 17, 1956— Continued 
value relating to individual housing projects are specifically identified 
by procedure as project docket records, thereby simplifying their 
identification for storage purposes. The PHA has an established 
program for the disposal of records that provides for determining the 
essential minimum period for retaining records, preserving records 
with permanent or enduring value, storing semiactive records, and 
disposing of records of insufficient value to warrant continued preser- 
vation. Disposition schedules listing the records and the prescribed 
retention period for each type are developed with the advice and 
approval of responsible operating officials. After the National Arch- 
ives has approved the schedules, they are published in the PHA 
manual system and distributed to interested PHA officials, housing 
managers, and local housing authorities. An annual report of PHA 
record holdings is made to the Office of the Administrator showing 
for the PHA Central Office, field offices, and directly operated projects 
the volume of records on hand at the beginning and end of the year, 
records destroyed during the year, and records transferred to Federal 
records centers. 

Correspondence.—The booklet, “Plain Letters,” published by the 
General Services Administration was distributed in the central and 
field offices of the PHA. Some of the field offices are emphasizing the 
importance of this booklet by instituting informal training classes. 
Circulars were issued to central and field office officials on the elimina- 
tion of nonessential copies of correspondence. For the reporting 
months of April and August 1955, while the volume of correspondence 
in the field offices increased 10 percent the volume of informational 
copies decreased about 1 percent; in the central office, there was an 
increase of over 100 percent in the volume of correspondence with an 
increase of less than 20 percent in the volume of informational copies. 
In attempting to meet the production problems of volume corres- 
pondence, PHA has been using Letterex (a preattached tissue and 
carbon) in special typing situations. ‘There 1s a substantial saving 
of typing time and the reuse of the carbon has cut the carbon paper 
cost in those offices where Letterex is used. Also, form letters are 
used where practicable and are reviewed before duplicating for ease of 
completion of blanks. 

Forms management.—PHA forms are reviewed before printing for 
necessity, need for Bureau of the Budget clearance, design, and 
quantity. Every 6 months the offices of primary interest are cir 
cularized to determine if anv forms have become obsolete in the 
preceding period. Also, once a year a check is made with the stock 
room on forms for which there have been no orders for the previous 
year. The offices of primary interest are notified of these forms and 
asked to determine if any are obsolete. 

Reports —A study was made recently on fiscal reporting which 
resulted in savings by reducing the frequency of some reports and 
the number of copies of others. Reports required of the public are 
cleared with the Bureau of the Budget before issuance, 

Directives and instructione—The PHA has a controlled system of 
manuals and circulars. The manuals are permanent instructions and 
the issuances are distributed selectively. For ready reference there 
are checklists for various users which tell when reports are due and 
where in the manuals instructions for use can be found. There is 
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also an up-to-date list of PHA forms in which the forms are listed in 
numerical order with references to manual sections where instructions 
for use can be found. Circulars are used for one-time directives and 
instructions and become obsolete automatically 3 months after 
issuance. The reproduction, assembly, and distribution of directives 
and instructions, forms and other printing has been studied and the 
following results are in process of being put into effect: (1) Placing 
under a single control in a manual and forms section, all operations 
connected with processing a duplicating and printing request 
drafting, typing, and other final copy preparation work, printing and 
reproduction, assembly, and distribution; (2) training a substitute 
addressograph operator; (3) physical separation of assembly of 
printing and duplicating from counting and attaching self- mailers; 
(4) minimum record keeping through use of the requisition itself as 
a record of work in the shop; (5) simplification of the actual distribution 
and mailing process; and (6) close supervision by section heads of 
changed procedures, 

Mail and files operations —Several studies affecting the central 
office mail and files operations have been made within the past year. 
The following recommendations are now in process of being carried out: 

A records administration planning office is being established by 
transfer of functions from the present Records Administration Section. 
This office will be responsible for developmg and revising records 
administration standards and retention schedules, for interpreting 
such standards and retention objectives to mail and files personnel, 
for negotiating retention schedules with Central Office operating 
officials, and for assisting mail and files personnel generally in the 
planning aspects of their work. 

The remainder of the present Records Administration Section 
(discussed in the paragraph above) is being reestablished as a Mail 
and Files Section under the General Services Officer. This unit is 
being strengthened organizationally. The interoffice mail service is 
being reorganized to allow for greater flexibility in the use of personnel 
assigned to this task. Ticketing of incoming mail by the mail and 
files unit is being discontinued except for mail fer the Commissioner’s 
Office, which duty is performed by the messenger assigned to the 
Commissioner’s file station. 

Office machines.—The use of electronic data processing machines is 
being explored with the Bureau of Standards and the Bureau of the 
Budget for-a voluminous statistical and compliance reporting job; the 
IBM Corp. is in process of doing a onetime computing job on report 
on local authority employees; and PHA is exploring with IBM the 
cost and feasibility of preparing local authority bond schedules on 
their type 650 magnetic drum data-processing machine. Use of 
tabulating equipment is controlled through se heduling jobs for a year 
in advance; management studies before new jobs are put on the 
machines ; continuing study of utilization records to determine that 
there is the proper equipment and that it is being used economically; 
continuing review of present machine jobs to determine that there is 
still a need for them, that procedures are as streamlined as possible, 
and that the tabulations are presented in as usable a form as possible. 

Quality control.—The PHA is planning a study of the verification 
of UiA to determine the minimum amount of verification 
necessary to assure accuracy of punching. 
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Housing and Home Finance Agency, February 17, 1956—-Continued 


In editing and checking reports from local authorities on reexam- 
ination of families in low-rent housing, a sampling technique has been 
found to be effective. If a report has 4 pages or less, all pages are 
edited; for a report of 5 or more pages every second page is edited. 


PAPERWORK MANAGEMENT IN FEDERAL NATIONAL MORTGAGE 
ASSOCIATION 


The Association has taken a number of positive actions which were 
designed to reduce accumulations of records that are created in the 
normal conduct of its day-to-day operations. Disposal authorizations 
providing minimum retention periods have been put into effect with 
respect to all types and classes of record material witbin the Associa- 
tion. By utilizing a central filing system instead of maintaining 
separate filing facilities for each of the Association’s divisions and 
sections, the accumulation of nonrecord material is held to a minimum 
and is further controlled through periodic and systematic programs of 
purging. As a result, record holdings have been reduced nearly 10 
percent within the past 12 months despite an overall increase in 
operational activity. 

The filing system for each of five field offices has been converted to 
a simple and efficient operation through the substitution of open-shelf 
filing for the previous method of utilizing file cabinets and cases. 
This reorganization reduced FNMA’s records personnel by approxi- 
mately 20 percent with an accompanying reduction of 30 percent in 


the amount of office space he. poc for filing purposes. It is estimated 
e 


that the space and personnel savings will produce annual savings of 
approximately $40,000 for the Association. 

he Association's Management Improvement Committee, which 
has as its continuous assignment the consideration of plans, programs, 
and procedures designed to promote maximum efficiency in the con- 
duct of the Association's activities, controls the creation of printed 
forms which the organization uses in its activities. Reproduction 
serviées provided by other established governmental facilities are 
utilized to the greatest extent possible and strict quantity control 
over such reproduction work is imposed through closely supervised 
internal procedures. 

At the request of the Association, specialists from the General 
Services Administration collaborated with Association representatives 
in a study of correspondence practices in one field installation. As a 
result, several economies have been realized in that office through 
greater utilization of form letters, reduction of paper usage, adoption 
of standard correspondence practices and other related improvements. 
Similar attention will be given to the paperwork problems in the other 
FNMA offices during the coming months. 


Interstate Commerce Commission, March 16, 1956 


The Hoover Commission reports on paperwork management were 
prepared in two parts. Generally, part 1 covers paperwork manage- 
ment inside the Government, and part 2 covers paperwork required 
of the general public by the Government. 
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This Commission has given considerable attention to the particular 
problems and recommended solutions included in these two reports 
and in addition has been giving attention to these matters for many 
years prior to the publication of the reports. 

One of the more recent steps which this Commission has taken to 
improve management generally, including paperwork management, 
was the establishment of the Office of the Managing Director which 
was accomplished in the fall of 1953. This Office performs administra- 
tive management functions with particular emphasis on improving 
organization and operations along the lines recommended by the 
Wolf Management Engineering Co., of Chicago, which company had 
recently completed a far-reaching survey of the agency at the request 
of the Senate Interstate and Foreign Commerce Committee. 

With the establishment of the Office of the Managing Director, a 
small staff of organization and methods examiners was employed to 
review the Commission’s organization and operations, including its 
paperwork operations, and to develop programs for their improve- 
ment. As a part of this program, Records Engineering, Inc., was 
retained to undertake a comprehensive review of paperwork opera- 
tions throughout the Commission and the reports and analyses of this 
firm were completed during the spring of 1955. As a result of this 
survey, implementation of the recommendations has accounted for 
savings in excess of $108,000 in replacement value of equipment and 
in space and personal services costs. Further implementation of the 
recommendations of this firm is continuing with additional savings 
to be achieved. 

One of the recommendations of Records Engineering, Inc., was 
that the Commission further increase its paperwork-management 
activities and to employ additional personnel to facilitate this work. 
As a consequence, two additional organization and methods examiners 
were employed, and for the first time this Commission is in a position 
to more fully concentrate its attentions on problems of this type. 

With respect to your inquiry concerning the “overall forms- 
management program of your [this] agency. This includes review 
for essentiality, consideration of functional use, design, printing and 
distribution," I wish to report the following: 

The first steps to initiate a program of the type described are 
being taken in the Office of the Managing Director and copies of all 
forms in use throughout the agency have been collected with a view 
to determining their essentiality, appropriateness of design, use being 
made thereof, methods of printing and reproduction, and so forth. 
This program also contemplates, as a later stage, the screening of 
requests for new forms and screening requests for renewals or reprint- 
ing of forms already in use. 

henetting forms which are to be used by this Commission in the 
collection of information from industry are most carefully developed 
by experts on the staffs of the originating offices and are referred to 
the Commission level for approval. The Commission, in determining 
the appropriateness of the information or data-collecting proposal, 
exercises great caution and restraint, bearing in mind the burdens 
which will be placed upon respondents, before approving. 

All reporting forms so approved by the Commission are transmitted 
to the Bureau of the Budget by the Secretary of the Commission, 
which agency further screens the report requested for necessity and 
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Interstate Commerce Commission, Mareh 16, 1966—Continued 
legality, as well as appropriate form design, printing, and distribution 
requirements. 

It is believed that the forms-management program in this agency 
is being properly organized to achieve the purposes and goals outlined 
in the Hoover Commission reports on this subject. While new activ- 
ities with respect to this program have only been recently installed, 
it is believed that a basis now exists for achieving greater economies 
both in the Commission and with respect to industry. 

At the same time that our forms-management program came into 
being, this Commission established a records inventory and disposi- 
tion program. With respect to the latter, arrangements have been 
made for the transfer to Federal record centers, or the destruction, 
of 2,264 cubic feet of file material at a first-year savings in replacement 
value of equipment and value of space of $22,320. This savings was 
achieved as a result of activities in the first 2 months of this year, and 
additional savings of a similar character may be expected during 
ensuing months. 

The Hoover Commission Task Force Report on Paperwork Man- 

agement, part 2, contains a number of comments and observations 

concerning the submission of reports by industry to the Interstate 
Commerce Commission. While the task force of the Hoover Com- 
mission was studying the submission of such reports to this Com- 
mission, meetings were held which the task force, representatives of 
industry and representatives of this Commission attended. During 
or as a result of these meetings, and also since the Hoover Commission 
reports were issued, this Commission reexamined its requirements 
in connection with these reports. While many of the observations 
of the task force report concerning ICC reports have been found, after 
study, to be either inapplicable or impractical, a significant number 
of improvements have been effected and additional study is in process 
to determine whether further improvements can be made. 

The following list of improvements already achieved is by way of 
example: 

The number of Hours of Service Forms Nos. 1 to 8, inclusive, 
were simplified to a total of five forms. "The jurat was eliminated. 
A post card form was designed for reporting no excess service, with 
only three items to be filled in by the reporting officer, namely, the 
name of the road, month covered by the report, and the reporting 
officer's signature. 

Revised regulations were adopted to reduce the retention period 
of records to be retained by motor carriers. As a result it is estimated 
that a 25-percent reduction in recordkeeping requirements has been 
achieved. 

3. A simplification in the motor-carrier annual report form was 
placed into effect resulting in savings to reporting carriers. 

4. A simplified se 'hedule of revenue equipment on hand at the close 
of the year in motor-carrier annual reports was placed in effect for the 
year 1955. 

It should be noted that while the specific reports referred to above 
were noted in the Hoover Commission report, the problems involved 
had been under study by this Commission itself and by the industry 
associations for some time preceding the issuance of that report. As 
a matter of fact, this Commission works very closely with industry 
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representatives during all phases of the initiation or amendment of re- 
ports to be requested from those industries. 

We are constantly striving to keep our reporting requirements 
at a minimum consistent with the Commission’s requirements in 
carrying out its responsibilities as an arm of Congress, and improved 
and more economical internal forms and printing management is a 
program of primary interest at all times. 






International Cooperation Administration, February 15, 1956 


Following is a summary of the action taken by ICA since the estab- 
lishment of its forms management program in June 1954. Examples 
of materia] issued in connection with this program include the agency 
manual orders explaining its operation, notices issued to employ ees 
to dispose of forms declared obsolete as the result of general surveys 
and the forms catalogs in use in ICA/W and the overseas missions. 

On reorganization of the predecessor agencies into FOA, there were 
5 series of forms used by ECA, MSA, TCA, ITAA and SRE, involving 
as many different sets of proc edures as there were forms series. Each 
series contained hundreds of forms, some of which were used inte rnally 
within operating offices and some of which had been prescribed by each 
of the agencies to be used generally in Washington and field offices. 
There was no information as to which forms in these series were to be 
continued, which offices were responsible for determination of their 
status, or where they could now be obtained. In June 1954 our Office 
of Organization and Methods established and began administering & 
specific forms-control program. Manual order 330.6, issued August 
24, 1954, established a uniform procedure for the forms-management 
program and established rules for types of forms to be printed and sup- 
plied from FOA/W and those which could be printed in the field. 

A survey was made to determine (1) which forms in which series 
were to be used by the integrated agency and by other departments, 
agencies, or organizations using this agency's forms, (2) which offices 
under the reorganization were now responsible for the substantive 
content and instructions on use of the forms, and (3) where stocks of 
all forms were located. 

The following table is à summary of the action taken between June 
1954 and June 1955: 


Forms in use ón — Á of FOA: 
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International Cooperation Administration—Continued 

Forms catalogs have been issued to FOA/W and the USOM’s 
which list by subject grouping and by utilizing office the forms avail- 
able for general and internal office use. A system is in operation for 
maintaining the catalogs on a current basis. 

In addition to the review of new, revised, and reprinted forms and 
maintenance of catalogs, the following are examples of surveys of 
forms and related operations which have been and are being under- 
taken in connection with the forms-management program: 

1. Provision of control system for information and action documents 
being processed through operating offices. 

2. Study of records maintained on participants coming to the United 
States, in order to standardize recorded information and provide 
statistics and data for narrative reports. 

3. Study of expediting and reporting by authorized procurement 
agents, involving records maintained in ICA/W and overseas offices, 
and reports and action documents provided by authorized agents such 
as GSA, foreign-country purchasing missions, other United States 
departments and agencies, private contractors, etc. 

4. Development of requisitioning systems and assignment control 
records for administrative servicing offices of the agency. 

5. Development and provision of fund-control records for examina- 
tion and approval of project proposal and approval documents upon 
which the agency's operations are based. 





National Advisory Committee for Aeronautics, February 15, 1956 

Only part I on Internal Government Paperwork is applicable to 
the NACA. The NACA does not prescribe any forms or other paper- 
work with which the general public is concerned in the manner dis- 
cussed in part IT. 

The end product of the NACA aeronautical research program is 
research information to help American aircraft and guided missile 
designers produce new and improved aircraft and missiles. As such 
information is obtained it is distributed in the form of NACA publica- 
tions. Reports and technical notes, containing information that is 
not classified for reasons of military security, are available to the 
publicin general. Translations of important foreign research informa- 
tion are published as technical memorandums. 

The NACA also prepares a large number of reports containing in- 
formation of a classified nature. These, for reasons of national secur- 
ity, are closely controlled as to circulation. When it is found possible 
at a later date to declassify such information, these reports also may 
be given wider distribution. 

Current announcement of NACA publications is contained in the 
NACA research abstracts and reclassification notices. This service, 
in addition to telling of NACA publications, makes note of important 
research reports received from abroad. 

In connection with part I of the Hoover Commission report, Paper- 
work Management in the United States Government, the NACA 
heartily concurs with the general objectives of the Commission and 
the task force on paperwork management. As a research agency, in 
addition to our research reports, the paperwork of the NACA is largely 
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concerned with housekeeping activities and is subordinated to the 
demands of our scientific research workload. There is pressure at 
all levels in our organization to keep down the paperwork to a work- 
able minimum in order to conserve available effort for conduct of 
research activities. 

The NACA forms management program on which your letter 
specifically requests information is a part of the NACA management 
improvement program which is monitored by the Bureau of the 
Budget. At each NACA station the administrative management 
officer, or an employee designated by him, is responsible for reviewing 
all requests for duplication of forms. 

In line with the recommendations of the Hoover Commission on 
forms control, a review was made at the NACA Langley Aeronautical 
Laboratory of all existing forms with a view to reducing their number 
and developing better controls for subsequent forms design and ap- 
proval. This review was carried on during the last 4 months of the 
1955 calendar year, and the number of forms in use was consequently 
reduced by 444. 

An example of the detail control procedures followed at the NACA 
Lewis Flight Propulsion Laboratory is given in the enclosed exhibit 
B', forms control program, which is an abstract from the procedures 
manual of the Lewis Laboratory. Through the application of the 
methods prescribed, 74 internal use forms have been eliminated to date. 

At the NACA Ames Aeronautical Laboratory a review was made 
within the last month of all standard forms, and 48 forms were elimi- 
nated. 

In addition to the savings possible through a direct forms control 
program, other phases of the management inprovement program result 
in savings in the use of forms. For example, as part of the equipment 
control program, it was recently found that a simplified equipment 
control form could be used in lieu of several accountability forms 
previously maintained. This new form was prescribed for NACA- 
wide use and made possible, together with changes in equipment 
control methods, the elimination of more than 150,000 individual 
property accountability records out of more than 300,000 which were 
previously maintained. 


=> 


» see ee ear e ee 










=... EAS S 9 99 € oe mom 


Ue - ow 








* oA» A Ss Oo eS 


National Labor Relations Board, February 13, 1956 





I. 





INTRODUCTION 















This agency's forms management program was originally established 
in October 1947, and has been in continuous operation since that time 
as an integral part of our management staff. In operation it is 
modeled after suggestions contained in Bureau of the Budget manage- 
ment bulletin, Simplifying Procedures Through Forms Control, 
issued June 1948. 

All requests for new forms and for revisions and reruns must clear 
through the Organization and Methods Branch. This central point 
of review is also responsible for clearance of public use forms through 
the Bureau of the Budget, for maintaining functional, numerical and 
historical files on internally-prepared forms and for performing the 
various related functions as outlined below. 


1 Exhibit not printed; retained in committee file- 
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National Labor Relations Board, February 13, 1956—Continued 


Il, REVIEWS FOR ESSENTIALITY AND CONSIDERATION OF FUNCTIONAL 
USE 


Reviews for essentiality and considerations of functional use are 
made as follows: 


Stage Reviewed and considered by— 

l. Initial proposal. Supervisor of originating office. 

Forms analyst, O. & M. staff. 

Organization and Methods staff member 
who has conducted the most recent 
functional survey of the originating 
office. 

Incentive Awards Committee, if a result 
of employee suggestion. 


2. Forms analyst’s final draft. Originator. 
Supervisor of originating office. 
3. Requests for revisions. Forms analyst. 

Supervisors of offices concerned. 

Organization and Methods staff member 
who has conducted the most recent 
functional survey of the originating 
office. 

4. Requests for reruns. Forms analyst. 

Organization and Methods staff member 
who has conducted the most recent 
functional survey of the originating 
office. 

5. At any point in the form’s use. Organization and Methods staff member 


conducting a functional survey of a 
using office. 

Forms analyst through conduct of 
periodic obsolescence inventories. 

Officials concerned and Organization 
and Methods Branch staff upon any 
structural reorganization having an 
effect on existing forms. 

Officials concerned and Organization 
and Methods Branch staff upon any 
changes in the act or the Board’s 
rufes and regulations having an effect 
on existing forms. 


III. DESIGN AND DRAFTING 


Determinations of design and the actual preparation of draft are 
made as follows: 


Stage Design and Draft by— 
1, Initial proposal and subsequent re- Originator, supervisor of originating 
quests for revisions. office, and forms analyst in considera- 
tion of the proposed function of the 
form. 
2. First and/or final draft and all Forms analyst in consideration of the 
revisions. form’s proposed usage, transmittal 


and ultimate filing requirements, and 
in accordance with general standards 
and guides regarding forms design. 
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IV. REPRODUCTION 


The process to be employed in preparation and reproduction is 
selected on the basis of applicability to the form’s SM. usage, and 
economy. The following processes are used in the preparation and 
reproduction of NLRB forms: 


Process Reproduced by— 
Mimeograph stencil, multilith master. Internally by use of mimeograph and 
multilith machines. 
Multilith offset printing. GPO and GPO Field Service. 
V. QUANTITY CONTROLS 


'The quantity to be reproduced is determined as follows: 


Stage Basis Reviewed by— 

1. Initial order. Originating office’s esti- Forms analyst. 
mate of need: (3-month 
supply for forms repro- 
duced internally, 6- 
month supply for forms 
reproduced by GPO). 

Revisions and reruns. Past usage. (Minimum Procurement and Supply 
stock level system Unit; forms analyst. 
points up need for re- 
run. Minimum levels 
adjusted to actual 
usage.) 


t3 


VI. DISTRIBUTION 


Forms which are used wholly within a single office or whose distribu- 
tion emanates from a single office are stocked in full by that office. 
Such office is responsible for the timely reordering of the form. 

Forms which are used by more than 1 office or whose distribution 
emanates from more than 1 office are stocked in part by those offices. 
These offices make periodic re quisitions for supplies of the form to the 
procurement and supply unit. 'The procurement and supply unit 
utilizes the minimum balance system in notifying the forms analyst 
when additional reproduction is needed. 


VII. PROPOSALS FOR STRENGTHENING THE FORMS-MANAGEMENT 
PROGRAM 


Under current consideration are the following recommendations 
which were made as a result of a forms-management survey conducted 
by à member of the O. and M. staff: 

l. More frequent and more systematic forms inventories. 

2. A minimum-level system for forms entirely stocked by a single 
office. 

3. Promotion of wider use of form letters and form memos. 
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Office of Defense Mobilization, February 24, 1956 

The forms-management program in the Office of Defense Mobiliza- 
tion is quite limited | in size as is evidenced by the fact that a total of 
182 forms and form letters are in use. Of this total, eight are public- 
use forms and the remainder are administrative and internal use forms. 
However, even though forms management does not present a problem, 
this agency has a forms-management program covering internal and 
public use forms which was recommended by the Hoover Commission. 

This agency’s forms-management program, including the printing 
or duplication and the distribution of forms, is centralized in the 
administrative management staff under the control of the adminis- 
trative officer. All proposed forms developed within the agency are 
reviewed to determine whether there are any existing forms which 
serve the same purpose, whether the form is well designed, and whether 
the type of reproduction requested is the most economical and practical 
considering the use to be made of the form. All public-use forms are 
further reviewed to determine whether the form is essential to the 
functional program, whether all items of information to be furnished 
are essential to the central purpose of the report form, and whether 
the report form exceeds the limits of reasonable need or practical 
utility, either with respect to the number of respondents, frequency 
of collection, or number and difficulty of items. 

As stated above, this Office’s forms-management program is con- 
cerned primarily with administrative and internal use forms. The 
public-use forms are used in connection with the tax amortization 
program, the Health Resources Advisory Committee’s activities re- 
lating to the availability of medical personnel, and functions assigned 
to this office by section 7 of the Trade Agreements Extension Act of 
1955. The administrative officer, who is also designated as the forms- 
clearance officer, secures Budget Bureau clearance on all public-use 
forms for the agency. 





Railroad Retirement Board, February 14, 1956 

The overall responsibility of forms-management program has been 
assigned to our Chief Administrative Analyst who 1s the head of our 
central management review unit, the Office of Administrative Plan- 
ning and Analysis. The work of that Office includes coordination 
of instructions and procedures, records disposal, forms, reports, and 
equipment requirements. 

Before any new or revised form is initially printed it must be sub- 
mitted to the Office of Administrative Planning and Analysis. There 
it is analyzed with a view to simplification, elimination, or consolida- 
tion with existing forms; to secure adherence to our standards; and 
to insure consistency with the requirements of other interested Gov- 
ernment agencies. 

Forms originated by the Railroad Retirement Board are either for 
internal use or for completion by employees or employers covered by 
the Railroad Retirement Act and the Railroad Unemployment In- 
surance Act, Under those acts, benefits are paid to qualified railroad 
workers and their survivors. 

Our forms are designed to elicit only such facts as are required for 
administration of those laws, i. acts concerning an individual 


e. 
that must be established before a claim for benefits may be allowed 
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or disallowed. Information required in support of a claim must be 
submitted by the individual himself, by his employer, or, under 
special circumstances, by certain other persons. Once the informa- 
tion is furnished it becomes a part of the individual’s Board file. 
Basically, our forms are either (1) applications for benefits, (2) evi- 
dence required to support the application, or (3) compensation and 
contribution reports submitted by employers. 

Our form-control system provides for printing an estimated 3 
months’ supply of a form when the amount on hand reaches an 
estimated 1 month’s supply. Larger minimums are established for 
forms for which the needs fluctuate rapidly, such as forms required to 
meet peak loads of unemployment in the railroad industry. 

Distribution of the forms required to administer the railroad retire- 
ment and the Railroad Unemployment Insurance Act is limited. 
Our field offices maintain a supply of the forms required for an indi- 
vidual to file an application. Employers secure from our central 
office the forms to E used in submitting compensation and contri- 
bution reports. 





Securities and Exchange Commission, February 23, 1956 


The Commission, under the several statutes it administers, is 
directed to formulate and to adopt various forms, rules, and procedures 
for the purpose of implementing the statutory purposes as expressed 
by the Congress, most of which are concerned with securing public 
disclosure of a wide range of information concerning companies issuing 
selling, and trading in securities and engaging in other activities 
concerning securities which affect the volume of trading and the 
prices of securities in the securities markets. 

It has been the Commission’s policy for many years to review its 
rules, regulations, forms, and procedures in the light of changing 

atterns of securities flotation, changes in the basic economy of the 
Nation, and changes dictated by the Commission’s desire to eliminate 
duplication where possible, and to simplify its requirements without 
impairment of the public interest or the protection of investors. The 
heads of the Commission’s divisions and offices are responsible for the 
execution of this policy. 

The submission of proposed forms and rules to the Commission 
is preceded by a high degree of interdivision and office coordination 
and review. Major considerations are: 

1. Necessity for investor protection pursuant to statute. 

2. Avoidance of unnecessary paperwork by those subject to the 
Commission’s jurisdiction. 

3. Standardization and design for multiple use wherever possible, 
i. e., fulfillment of the reporting requirements of two or more statutes 
administered by the Commission by a single submission; or fulfill- 
ment of the reporting requirements of statutes administered by the 
Commission by use of reports required by other agencies. 

Following tentative Commission approval, proposed forms and rules 
are issued for public comment, as required by the Administrative 
Procedure Act. After careful consideration of views and comments 
received, the proposals are modified if, in the judgment of the Com- 
mission, such action is indicated, and then formally adopted. 
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Securities and Exchange Commission, February 23, 1956—Continued 

Forms and rules are printed at the Government Printing Office or 
in the Commission’s duplicating unit. They are distributed to mailing 
lists consisting largely of registrants, firms and officers of firms subject 
to the acts, and legal accounting firms. The mailing lists are revised 
annually in accordance with paragraph 30, title II, of the regulations 
of the Joint Committee on Printing. 

To facilitate compliance with the statutes and rules, the Commission 
has been abandoning the use of rigid forms. "The majority of report- 
ing requirements are now covered by instruction pamphlets explaining 
in detail the items of information required. This allows those subject 
to the Commission’s jurisdiction to omit information or items which 
are not applicable, to space items according to need, and to print 
copies of statements, applications, etc., without regard to any pre- 
arranged pagination or space assignment. It also reduces the Com- 
mission’s printing requirements and substantially reduces the amount 
of material required to. be submitted. 

Some examples of the Commission's efforts during the past; 3 years 
under its rules and forms-revision program follow: 

1. On November 17, 1953, the Commission announced a proposal 
for the adoption of shortened forms and simplified rules for registration 
of management investment companies and for the registration of th. 
securities of open-end investment companies. After consideration of 
views and comments received on December 15, 1953, the Commission 
adopted: 

(a) A revision of form N-8B-1 under the Investment Company 
Act of 1940 for registration statements filed under the act by ali 
management investment companies except those which issue periodic 
payment-plan certificates. 

'This was the first general revision of this form since it was adopted 
in 1941. The revision reflects the experience gained over the inter- 
vening years and takes into consideration the fact that the form is now 
used chiefly by newly organized management investment companies. 
Much of the historical information relating to the operation of com- 
panies which were in existence at the time of the adoption of the 
Investment Company Act is no longer of importance and, hence, the 
requirements for the furnishing of such information were omitted. 
The revised form is considerably simplified and has resulted in less 
work in the preparation of registration statements. 

(b) A revision of form S—5 under the Securities Act of 1933 for regis- 
tration of securities under that act by open-end management invest- 
ment companies which are registered under the Investment Company 
Act of 1940 on form N-8B-1. 

A registration statement on form S—5 consists largely of certain of 
the information and documents which would be required by form 
N-8B-1 if a registration statement under the 1940 act were currently 
being filed on that form. The purpose of the revision was to bring this 
form into line with the revision of form N-8B-1. It also permits the 
use in the prospectus of more concise financial data than theretofore 
was required. The revision of these forms has simplified registration 
under both acts and has resulted in shorter and simpler prospectuses 
for open-end management investment companies. 

2. On December 3, 1953, the Commission announced a proposed 
revision of its registration rules under section 12 of the Securities 
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Exchange Act of 1934. After consideration of views and comments 

received, on January 28, 1954, the Commission adopted an amendment 
of regulation X-12D1 and form 8-A to provide for registration of an 
entire class of securities. 

Under the prior practice, registration was effective only as to a 
specified amount of a class of security so that if additional shares or 
amounts of the same class were to be subseque 'ntly issued, a new appli- 
cation on form 8-A had to be filed for registration of the additional 
amounts. Under the new practice the original application for regis- 
tration is deemed to apply for registration of the entire class, and the 
registration of unissued shares or amounts will become automatically 
effective when they are issued, without further application, certifica- 
tion, or order. This has eliminated a large majority of the applications 
pre viously filed on form 8—A since most such applic ations are for regis- 
tration of additional blocks of a class of security already registered 
in part. In view of the reporting requirements of forms 8-K and 
10-K, the filing of such applications was not considered necessary 
in the interest of investors. Under the new procedure, applications 
on form 8—-A have to be filed only in the event that a new class or series 
is to be registered. ‘Time and expense have been saved by registrants, 
exchanges and the Commission itself. 

3. On December 22, 1953, the Commission announced a proposal 
for the revision of the form for the registration of brokers and dealers. 
After consideration of views and comments received, on February 
15, 1954, the Commission adopted form BD as the form of application 
for registration as a broker or dealer, as the form to amend such an 
application, and as a form of supplemental report by a registered 
broker or dealer. On the same date, the Commission rescinded 
forms 3-M, 4-M, 5-M, and 6-M theretofore used in connection with 
broker-dealer registrations. 

Form BD, a much shorter form requesting much less information 
than form 3-M, was prepared on the theory that the application for 
registration should generally be limited to the information necessary 
to determine whether or not the registrant, or any person controlling 
or controlled by the registrant, is subject to a disqualification within 
the meaning of section 15 (b) of the act. 

Approximately 20 categories of information previously required 
to be furnished in form 3-M are no longer required under form BD. 
These categories of information include various items of information 
which administ. stive experience has indicated are not essential in 
connection with determining the eligibility of the registrant for regis- 
tration. 

4. On March 31, 1954, the Commission announced that it had 
under consideration à proposal to adopt form ADV as a form of appli- 
cation for registration as an investment adviser, as the form to amend 
such an application, and as a form of supplemental report to be filed 
by investment advisers already registered. The proposal also con- 
templated the rescission of forms 1-R, 2-R, and 3-R, the rescission 
of rule R-203-2, and the amendment of other applicable rules. On 
June 25, 1954, after consideration of all comments and suggestions 
received, the Coinmission adopted form ADV, rescinded forms 
1-R, 2-R, 3-R, and rule R-203-2, and amended other applicable rules. 

Before the above action was taken the principal form of application 
for registration as an investment adviser was form 1-R. This was a 
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Securities and Exchange Commission, February 23, 1956 —Continued 


"E oo requesting much information which is no longer 
considered to be necessary. Form ADV is a 6-page form containing 
only 16 items. 

5. On August 31, 1955, the Commission announced the amendment 
of rules X-12F-1, X-12F-2, and X-12F-3, and the adoption of forms 
27 and 28 under the Securities Exchange Áct of 1934, to simplify the 
procedures in connection with the extension, continuation or termina- 
tion of unlisted trading privileges in a security on a national securities 
exchange. 

6. On November 10, 1955, after publication and opportunity for 
public comment, the Commission adopted rules pursuant to the 
amendments to the Securities Act of 1933 made by Public Law 577, 
83d Congress, for better dissemination of information concerning 
securities offered for public sale. 

7. On November 17, 1955, after publication and opportunity for 
public comment, the Commission adopted form S-12, a new registra- 
tion form under the Securities Act of 1933 for American depository 
receipts against outstanding foreign securities. The purpose of form 
S-12 is to provide a simple procedure for the registration of American 
depository receipts issued against outstanding foreign securities where 
the issuer is the entity resulting from the agreement pursuant to which 
the receipts are issued, or a corporation or trust organized to act only 
as a conduit in connection with the deposit of the underlying securities 
and there is no person who performs the acts and assumes the duties 
of depositor or manager. The form proposes that the prospectus 
information, which consists of only four items, might be embodied i» 
the receipts. The form may be used, provided (1) that the holder of 
the receipts may withdraw the deposited securities at any time, subject 
to temporary delays of a specified nature, the payment of fees, taxes 
and similar charges and to compliance with any laws or governmental 
regulations relating to the withdrawal of deposited securities and (2) 
that the deposited securities, if sold in the United States or its Terri- 
tories, woul not be subject to the registration provisions of the 
Securities Act of 1933. 

8. In 1955 the staff of the Commission concluded a survey of the 
operations of regulations A and D which provide conditional exemp- 
tions from the registration provisions of the Securities Act of 1933 for 
offerings not exceeding $300,000 in amount. Based upon the facts 
developed, the Commission published for comment and suggestions 
by all interested persons a proposed revision and consolidation of 
regulations A and D and subsequently held a public hearing to afford 
an opportunity for oral presentation of views. After consideration 
of the comments received in writing and at the public hearing, and 
testimony given before a subcommittee of the Interstate and Foreign 
Commerce of the House of Representatives upon a bill to repeal the 
statutory provision under which regulations A and D were adopted, 


on February 14, 1956, the Commission published a modified proposal 
for revision and consolidation of regulations A and D, and invited 
the submission of further views and comments. 

9. On January 17, 1956, after publication and opportunity for 
public comment, the Commission adopted amendments to its proxy 
rules. The principal purpose of the amendments is to require more 
specific information concerning the participation and the associates 
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in & proxy contest and as to their activities in connection with the 
contest and the solicitation of proxies. A further important purpose 
of the amendment is to clarify the applicability of the rules to proxy 
contests with respect to the election or removal of directors. 
Appendix 1c of the Hoover Commission Task Force Report on 
Paperwork Management, part II, lists a number of paperwork targets 
relating to some of the reporting requirements of this Commission. 
Our comments with respect to each of the items listed follow: 


FORMS RELATING TO THE DIVISION OF CORPORATION 





FINANCE 


Form S—1.—On October 25, 1955, after publication and opportunity 
for public comment, the Commission adopted a revision of form S-1, 
the form most generally used for the registration of securities under 
the Securities Act, and a companion revision of form 10, the form 
principally used for the registration of securities on an exchange. 
T'he revision of form S-1 has two principal purposes. The first is to 
conform its requirements, to the extent practicable, to the corres- 
ponding requirements of schedule 14A of the Commission’s proxy 
rules, and to the annual report form 10-K under the Securities Ex- 
change Act. "The revision of form 10 has a similar purpose, and thus 
the basic and most commonly used registration and reporting forms 
under the Securities Act and the Securities Exchange Act have been 
brought into conformity on parallel items so that registrants may 
report such information as is essentially similar in the same manner 
and subject to the same requirements under both statutes. 

The second principal purpose of the revision of form S-1 is to adjust 
and clarify certain items of the form in the light of the Commission's 
experience in reviewing registration statements and of the practice 
followed by registrants using the form. "The form now states more 
clearly, and, in some instances, in more detail, those items which 
appear not to have been fully understood by a substantial number of 
registrants; and to treat stock options so as to obtain more complete 
information about the aggregate amount of options outstanding at the 
date of the offering. 

Form S-8.—Is a simplified form under the Securities Act of 1933 for 
the registration of securities offered pursuant to employee stock pur- 
chase plans. This form was adopted June 16, 1953. The Commis- 
sion is considering the extension of the use of this form to other issues 
of securities: 

Form S-9.—Under the Securities Act of 1933, is for the registration 
of nonconvertible, fixed-interest debt securities of an issuer which is 
required to file reports pursuant to section 13 or 15 (d) of the Secur- 
ities Exchange Act of 1934. This form was adopted July 21, 1954. 
It was amended in a minor respect on October 11, 1954. No further 
amendment or revision of this form is contemplated. 

Form 8-K.—Under the Securities Exchange Act of 1934, is for 
reporting significant changes in registration statement items, e. g., 
changes in material contracts. A revised form 8-K was adopted 
January 28, 1954. The revision eliminated certain items calling for 
information which the Commission felt need not be the subject of a 
current report. In addition, the requirements with respect to exhibits 
were restricted to matters of special importance, and the requirements 
with respect to the financial statements were clarified. 
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Securities and Exchange Commission, February 23, 1956—Continued 

‘orm 9-K.—On June 23, 1955, after publication and opportunity 
for public comment, the Commission adopted a new form 9-K, which 
provides for midyear reports (in lieu of the former requirement for 
quarterly reports) of certain profit and loss and earned surplus data 
by registrants under the Securities Exchange Act of 1934 and by cer- 
tain registrants under the Securities Act of 1933. The new form is 
to be filed only once a year, 45 days after the end of the first half of 
the fiscal year. Reports on the form are to contain specified items of 
information with respect to sales and gross revenues, net income 
before and after taxes, extraordinary and special items, and charges 
and credits to earned surplus. The form does not require formal 
statements of profit and loss or earned surplus and is not required to be 
certified. Provision is made for any necessary or appropriate quali- 
fication or explanation of the information given. Where registrants 
otherwise issue semiannual statements containing the information 
called for by the form, copies of such statements may be filed and 
incorporated by reference in the form in lieu of setting forth the 
information in the form itself. 

Form 10—K.—Under the Securities Exchange Act of 1934, calls for 
annual reports by issuers who are registered under that act and by 
certain issuers registered under the Securities Act of 1933. It contains 
annual financial information and changes in basic information con- 
tained in the registration statement, A revision of form 10-K was 
adopted on January 28, 1954. "The revision eliminated the need for 
filing separate forms for firms reporting to the Interstate Commerce 
Commission, Federal Power Commission, and the Federal Communica- 
tions Commission. Forms 12-A-K and 12-K formerly used for this 
purpose were rescinded. Copies of reports to the aforementioned 
agencies may be substituted for information required in answers to 
items in form 10-K. Only one copy of such reports need be filed. 
Proxy statements and printed annual reports to stockholders may also 
be used in answer to certain items in the annual report on form 10-K 
and in lieu of certain required financial statements, 

Form 12.—Under the Securities Exchange Act of 1934, was an 
application for registration under that act by companies making annual 
reports to the Interstate Commerce Commission or to the Federal 
Communications Commission. The form was rescinded on October 
25, 1955. 

Identifying statement.—The reference to an identifying statement is 
not altogether clear. This is a term used in rule 132, adopted in 1950, 
which permits the use of statements containing certain limited infor- 
mation prior to the effective date of a registration statement. This 
rule was largely superseded by the Commission’s rule 134, adopted 
August 29, 1955. However, rule 132 is being retained for the time 
being until some of the States have adapted their statutes and regula- 
tions to the requirements of the amended 1933 act. 

Accounting regulations.—Financial statement requirements of each 
form are reviewed in connection with revisions of the forms. Account- 
ing regulations in general are amended as experience and the needs 
of investors indicate that changes are necessary. 
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FORMS AND RECORDS RETENTION SCHEDULES RELATING TO THE DIVISION 
OF TRADING AND EXCHANGES 


Forms R-2,3,and 8A are quarterly reports on working capital and 
plant and equipment expenditures. We have been unable to deter- 
mine why these forms were listed in appendix 1c. Perhaps 1 or 2 
business groups mentioned them. The forms are simple and are filed 
voluntarily by business firms. No law or regulation requires it, but 
it is done to provide basic data for statistical series of value to business. 
Form R-2 furnishes basic data for the reports on corporate working 
capital, inventory positions, etc. Forms R-3 and 3A furnish the basic 
data for the surveys of actual and proposed plant and equipment 
expenditures. 

It has been officially stated that this survey ‘‘is of major importance 
to Government officials and businessmen generally as well as to others 
for appraisal of trends in economic activity and for formulation of 
appropriate economic policies" (Report to the Board of Governors of 
the Federal Reserve System by the Committee on Business Plant and 
Equipment Expenditure Expectation, June 1955, at p. 25). 

No one has suggested to us that these reports be modified or elim- 
inated and we have no proposals for that purpose. 

Rule X-17A-4, pursuant to the Securities Exchange Act of 1934, 
requires brokers and dealers to retain records specified therein. There 
is nothing in the Hoover Commission report or the task force report 
which indicates that the securities industry participated in the task 
force program or complained of this particuler requirement. The 
rule seems to be authorized by section 17 (a) of the act, and to be 
reasonably clear, and the retention periods appear reasonable and 
related to the applicable statutes of limitations. 

To our knowledge, no one connected with the Hoover Commission 
has requested any modification of this rule and we do not propose it. 


FORMS AND RECORDS RETENTION SCHEDULES RELATING TO THE DIVISION 
OF CORPORATE REGULATION 


Form U-8A38-1 is an annual statement filed by commercial banks 
claiming exemption from any obligation, duty, or liability imposed 
by the Public Utility Holding Company Act of 1935 upon such banks 
as holding companies or affiliates of public utilities solely by reason of 
owning, controlling, or holding with power to vote 5 percent or more 
of the outstanding voting securities of any public utility or holding 
company. Rule U-3 or its predecessor rule has called’ forthe filing 
of periodic forms by commercial banks claiming the exemptión afforded 
thereby since the inception of the original predecessor rule in 1936. 
Originally it called for quarterly reports; later it called for rather 
detailed annual reports showing holdings of any amounts of securities 
of publie utility or holding companies by the bank in any capacity/ 
in 1950, after extensive review of the matter, including discussion 
with representatives of the banks concerned, the Commission adopte 
the present form U-3A3-1 which reduced to what is considered tj 
absolute minimum the information called for. It would be contra 
to the public interest and the interests of investors and consumers 
abolish this report form in view of the fact that commercial b* 
administered personal trust and pension trust funds constitute? 
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Securities and Exchange Commission, February 23, 1956 —Continued 
largest single category of institutional holders of corporate stocks 
and that such banks have discretionary powers to vote the equity 
securities held in many of these trusts. There is now in progress a 
rogram for the review and revision of all forms and rules under the 
ublie Utility Holding Company Act of 1935, and rule U-3 and form 
U-3A3-1 will in due course be reexamined once more. 

Section 15 of the Publice Utility Holding Company Act of 1935 
authorizes the Commission to adopt rules, regulations, or orders 
relating to the keeping and preservation of records, accounts, etc., 
for registered holding companies, subsidiaries thereof, and mutual 
service companies. Pursuant to this section, the Commission had 
adopted rule U-26, prescribing a uniform system of accounts for 
holding companies, and rule U-93, prescribing a uniform system of 
accounts for mutual and subsidiary service companies. In each of 
these uniform systems of accounts it is further prescribed that records, 
very broadly defined, supporting any of the accounts must be perma- 
nently preserved, except as otherwise authorized by the Commission. 

The recommendations of the Utility Committee of the Paperwork 
Management Task Force, upon which we commented in February of 
1955, included a suggestion that a schedule should be adopted for the 
retention and disposition of records by registered holding companies. 
This Commission stated in its comments that it was in accord with 
the Committee’s suggestion. However, as was pointed out at that 
time, such a schedule for retention and disposition would not have 
been possible prior to the completion of the section 11 program under 
the Holding Company Act because it would have involved the appli- 
cation of a records disposition schedule to companies who had section 
11 matters still pending. Work is now in progress on recommendations 
for adopting schedules for the disposition of records. In this connec- 
tion consideration is being given to the recommendations by the 
Records Committee of the Utility Committee. {n the meantime it 
may be noted that any company seriously burdened by what seems 
an unreasonable quantity of retained records may seek specific relief 
by order from the Commission. 





Selective Service System, February 16, 1956 
Under the Universal Military Training and Service Act, as amended, 
each — placed upon him the obligation to serve in the 
Armed Forces of the United States. The law and the regulations 
issued by the President pursuant thereto, authorize various exemp- 
tions and deferments if the facts in the individual case warrant it, 
but the burden of submitting these facts to the local board rests upon 
each individual registrant. All of the selective-service forms used 
in connection with the functions of registration, classification, and 
selection, are designed to facilitate the submission by each individual 
registrant of all the pertinent facts in his case, in order that his local 
yoard might determine his eligibility for such deferment or exemption. 
Mher forms used by the agency are for administration and the proc- 
ing of trants for induction. 
The | ive Service System in its operation uses its own agency 
mms, standard forms which are controlled by the Bureau of the 
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Budget, and forms by other agencies, such as the Department of De- 
fense, General Accounting Office, Treasury Department, Civil Serv- 
ice Commission, or the General Services Administration, necessary to 
implement the provisions of the Universal Military Training and 
Service Act. 

There are 120 national selective service forms used in the admin- 
istration of the Universal Military Training and Service Act, as 
amended; 57 of these are described as operating forms and are used 
in the registration, classification, physical examination, and the in- 
duction of registrants. The remaining 63 are concerned with house- 
keeping functions, required by personnel and fiscal requirements; 12 
other operating forms are either standard forms controlled by the 
Bureau of the Budget or Department of Defense forms which are 
used jointly by Selective Service and by the Department of Defense. 
'The Selective Service System also uses the housekeeping forms which 
are in general use by all Federal agencies in connection with personnel, 
fiscal, and procurement administration. This agency has little con- 
trol over the latter forms, since they are prescribed by the General 
Accounting Office, the Treasury Department, the Civil Service Com- 
mission, or the General Services Administration. Therefore, my re- 
marks apply to forms used by the Selective Service System and those 
standard and Defense Department forms used in registration, classi- 
fication, physical examination, and induction of registrants. 

The 56 State headquarters have found it necessary from time to 
time to use supplemental forms in addition to those listed above, in 
order to secure additional information necessary for their local boards 
to properly classify registrants. 

Approximately 2 years ago this headquarters started a survey in 
this area and found that approximately 2,000 forms were then in 
operation. Since the start of the survey, the number of these forms 
has been reduced by several hundred, either by eliminating forms or by 

rescribing standard forms to take the place of several issued by the 

tate headquarters. 

With respect to the three items specifically referred to in your letter 
of January 20, the following explanation is offered: 

1l. Essentiality.—No selective service form is prescribed for use 
throughout the Selective Service System until its essentiality has been 
fully demonstrated, and a demand is in evidence, either by regulation, 
or the adoption of numerous forms of the same nature by State dirtec- 
tors of Selective Service. State directors, in prescribing State forms, 
are required to justify their use, particularly with respect to those 
forms which are subject to review under the Federal Reports Act of 
1942. Cognizance is also taken of the Federal Records Law of 1959 
in this respect. 

2. Consideration Le use.—In prescribing a National Selec- 
tive Service form, full consideration is given to the job the form is 
intended to perform, including the source from which the record con- 
tent is to be procured, the relationship of the material on the form to 
other information in the possession of the office of record, and the 
possibility of utilizing the new information in other program activities 
of the agency. 

3. Design.—Most Selective Service forms pertain to individual 

istrants, and forms are designed with the objectives of (1) supplying 
full and complete identification in a standard continuity of format 
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Selective Service System, February 16, 1956—Continued 

which will be most "€: completed, known tothe trade as 
“screening information”, (2) identifying the Selective Service System 
completely as to each administration level concerned, (3) identifying 
the respondent and provide him with a means for supplying informa- 
tion in the least burdensome manner, (4) arranging the material in 
sequence or continuity in keeping with the normal progression of 
action taken by the respondent or the employee completing the form, 
and (5) adequately documenting the form by date and authenticity of 
identification, the person responsible for its preparation. 





Small Business Administration, February 10, 1956 

This agency is in complete agreement with the views expressed by 
you and the Hoover Commission. As we commented before, in giving 
our views to the Bureau of the Budget on the Commission's reports 
on paperwork management, the Small Business Administration has 
only four forms which it uses in conducting its operations with mem- 
bers of the business community, with the exception of loan forms used 
by firms requesting financial aid. 

The agency, in its internal operations, has a total of less than 200 
forms for use in all day-to-day activities such as accounting, supply, 
internal reporting, and the like. Our forms are constantly reviewed 
for essentiality, consideration of functional use, design, printing, and 
distribution. In addition, a periodic check is made to ascertain 
whether the original need for the form continues; in this way we have 
been able to make a considerable number of cancellations. Our last 
overall check was completed within the last month, and 26 internal 
forms were canceled. 

The Smal] Business Administration does only draft-type design 
work of forms; the drafts are submitted to the Government Printing 
Office or the Department of Commerce for design and printing. Our 
agency has only an office-type duplicating shop for administrative 
needs. 





Onited States Information Agency, February 15, 1956 


The United States Information Agency has a forms-control pro- 
gram which has been in existence since the creation of the Agency in 
August 1953. It is organizationally located in the Management 
Division, Office of Administration. The program comprehends con- 
trol over the design, printing, distribution, and procedural use of all 
forms, form letters, and other related printing materials such as labels, 
covers, instructions, stationery, tags, etc. 

The Agency, since its inception, has created 272 forms and 78 form 
letters, which are used almost exclusively within the Agency for 
internal operating and administrative purposes. Ten of the forms, 
as listed below, require information to be submitted by persons other 
than Agency personnel. Seven of these forms are used in connection 
with the Agency’s program for assisting in the circulation abroad of 
eligible American audiovisual materials, primarily by certification of 
‘their international educational character. The forms marked with 
an asterisk are used in the Agency’s personnel-recruitment program. 
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IAP-1, Application for Certificate of International Educational 
Character (Motion Picture). 

IAP-2, Application for Certificate of International Educational 
Character (Recording). 

IAP-3, Application for Certificate of International Educational 
Character (Film Strip). 

IAP-4, Application for Certificate of International Educa- 
tional Character (Slides). 

*[AP-6, Application for à Grant for Service in a Binational 
Center Abroad. 

IAP-7, Request for Motion Picture Data. 

IAP-7A, Request for Film Strip Data. 

IAP-8, Application for Certificate of International Educational 
Character (Wall Charts, Maps, Posters). 

*[AP-9, Supplement to Application for Foreign Service Ap- 
pointment. 

*[A-168, Confidential Appraisal Questionnaire. 

Of the total number of Agency forms and form letter& 10 are used 
and stocked in the Agency's overseas establishments. T6 avoid dupli- 
cation of forms, additional shipping, stocking and handling costs, the 
Agency has arranged with the Department of State for the use of many 
of the Department's forms wherever feasible in our overseas establish- 
ments. Such an arrangement is possible because the Agency's 
administrative services overseas are furnished by State Department 
in accordance with the administrative support agreement reached 
with that Department. 

The mechanics and processes of the Agency's forms control program 
insures that all requests for new forms are cleared and approved by the 
forms control officer in the Management Division. In the process of 
reviewing a proposed form, the following criteria are applied: 

1. Is the form designed properly (is space utilized most effectively)? 
Are the entries in proper sequence? Is the form easily read and 
understood? Can the form be readily filed and referred to? 

2. Is the purpose and procedural use of the form essential? If an 
operating procedure is affected, has the operation been geared into the 
form? Will the form accomplish its purpose? If multiple copies are 
requested are all copies essential? 

3. Does the form duplicate existing Agency forms or United States 
Government standard forms? 

4. If a specialty form is requested does the anticipated value justify 
the additional printing costs? 

5. Does the form meet standard printing specifications necessary 
for production of the form? 

Close working relationships between the Management Division and 
the Agency’s printing and liaison officer insure that no forms—either 
new or rerun—are reproduced without the approval of the forms 
control officer. Minimum stock levels are established, and liaison 
with distribution and supply channels are constantly maintained. 
Appropriate offices of the Agency are notified of the creation and 
purpose of a new form. 

The forms control officer also works closely with the correspondence 
review staff and the Agency records management officer on such 
matters as the construction and wording of form letters, and the filing 
of forms. The forms control officer is also responsible for assuring 
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United States Information Agency, February 15, 1956 —Continued 
that necessary clearances are obtained from the Bureau of the Budget 
on forms which require that Agency's approval. 

The forms-control officer supervises the maintenance of a visible 
index file of each form adopted by the agency, and a functional file 
which contains sample copies of each form and pertinent correspond- 
ence about the form. A forms catalog, containing the number, title, 
description, procedural reference, utilizing office or offices, and stock 
location, is now being prepared for issuance to agency staff. 

A continuing review of agency forms is made by the forms-control 
officer with a view toward elimination of obsolete forms, and the 
simplification. and consolidation of other forms. For example, the 
agency recently reduced from 16 to 8 the number of statistical program 
reports submitted by its overseas offices on printed forms. We are 
also making a survey to determine whether several of our shipping 
forms can be combined into one form. ‘The forms-control officer also 
studies and makes recommendations concerning items of correspond- 
ence which can be eliminated or simplified through the use of appro- 
priate form communications. As an example of this type of activity, 
we are now considering the feasibility of rubber stamping copies of 
requisitions for publications, to replace individually typed communi- 
cations, indicating action taken. 


United States Tariff Commission, February 21, 1956 


The Commission has received and carefully considered your letter of 
January 23, 1956, with respect to your committee’s study of Govern- 
ment paperwork. This Commission has, of course, studied the re- 
ports and recommendations of the Hoover Commission and coop- 
erated fully with that Commission in the development of its recom- 
mendations. 

This Commission is in full sympathy with the views expressed in 
your letter concerning the desirability of reducing to the greatest 

ossible extent the forms and questionnaires which must be filled out 
br industrial and business groups. "The Tariff Commission is required 
by law, in connection with its investigations, to secure information 
from members of the industry directly concerned. The Commission, 
however, exercises the greatest care in the preparation of such ques- 
tionnaires to assure that only essential information is requested and 
that it is requested in a form which will be as simple for the industry 
to furnish as possible. In addition, as you know, all such question- 
naires are further reviewed by the staff of the Budget Bureau and in 
many cases by an advisory group of business representatives with the 
same objective in mind. 

With respect to internal paperwork, the Commission as a small, 
centralized agency of some 200 employees operates, we believe, with 
a minimum of paperwork and redtape. A continuing effort is made 
to insure that forms and questionnaires are used only where necessary 
for effective operation and are designed for the greatest simplicity. 
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Veterans’ Administration, February 15, 1956 


The Veterans’ Administration is endeavoring to deal with its paper- 
work management, particularly in its dealings with veterans and their 
dependents, in the spirit of the following letter to all employees of the 
agency, under date of November 3, 1953: 


My Fellow Workers In VA: 


Our business is people. The VA exists only to help people who have helped 
their country and those dependent on these veterans. In our relations with these 
human beings who come to us for help we must act, speak, and write with the 
human touch. Too often we are not doing this in preparing letters to claimants. 
And yet most of our contacts with people are through the written word. 

When we use cold, stiff, formal language we give the impression that we are 
dealing with a “case,” and not an individual who sought our help. Recently 
such a letter to a veteran’s widow was sent to my office for signature. It was 
curt to the point of being brusque. I could not sign such a letter. It was 
returned to be written in simple human language. I fear that every day too 
many letters like than one—cold and impersonal—go out to the people we are 
here to help if we can. 

We deal in service and the VA has a place only for employees who can give 
service with patience, sympathy, and understanding. 

I know from contact with employees that they have a genuine interest in serving 
veterans. In order that veterans may understand how we in the VA feel about 
them, it is important that we write to them with the same warm cordiality with 
which we meet those who visit us to discuss their business. 

I want each of you, wherever you may be in our organization, to strive toward 
this end. You may be assured of my continued personal interest in how well we 
humanize our relations with veterans and their dependents. 

Sincerely, 
H. V. Hictey, Administrator. 


Since the Veterans’ Administration deals in service to millions of 
veterans and their dependents throughout the country its activities 
must, of course, include a bast amount of paperwork. Over the years, 
necessarily, the agency has developed policies, for application agency- 
wide, which provide for intensive management consideration from the 
moment thought is given to the creation of a record to the time of its 
ultimate disposition. 

The annual report of the Veterans’ Administration to the Congress 
for the fiscal year 1955 will contain the following information pertinent 
to your inquiry: / 


The significant overall developments in paperwork management during the 
year were (1) accelerated emphasis on disposition of nonessential records, (2) 
discontinuance of the operation of the VA records service center and the use of 
GSA Federal records centers, and (3) better controls on the creation of records. 

On June 30,1954, the Veterans’ Administration was maintaining approximately 
1,579,972 cubie feet of records, an increase of 5 percent over fiscal year 1953. On 
June 30, 1955, the total VA records holdings was approximately 1,281,200 cubic 
feet, representing approximately an 18-percent decrease over fiscal year 1954. 
This substantial decrease in records holdings was accomplished, despite the con- 
tinued increase in the number of claimants for veterans' benefits, through several 
major improvements in the management and administration of records. 

The 98,960 cubic feet of essential records maintained at the VA records service 
center, Columbus, Ohio, were transferred to the custody of the General Services 
Administration at its Federal records center, Kansas City, Mo., and the records 
service center was closed at the end of the fiscal year. Disposal authority was 
obtained from Congress for destruction of approximately 109,788 cubic feet of 
nonessential records which had been maintained at Columbus. These transfer 
and destruction actions permitted the release of 154,847 square feet of space at 
Columbus, Ohio, which aided the General Services Administration in reducing 
leased space by an estimated $308,000. 








e IRANIE 5> 


SESE WE EEO A Or 8 &- ewee & 2 846574485 e 


68 PAPERWORK MANAGEMENT AND PRINTING FACILITIES 


Veterans’ Administration, February 15, 1956—Continued 


During fiscal year 1955 approximately 122,137 cubic feet of records, exclusive 
of the 98,960 cubic feet transferred from the VA records service center, were trans- 
ferred to Federal records centers as compared to 19,026 cubic feet transferred in 
fiscal year 1954. The reevaluation of file series of large volume which did not 
have retention periods, begun in 1954, also began to pay dividends during this 
fiscal year. The continuing emphasis on reevaluation of file series together with 
the disposal of other nonessential records resulted in the destruction of an addi- 
tional 78,859 cubic feet of records or a total destruction of 188,647 cubic feet of 
records for the fiscal year. 

Virtually no filing equipment was purchased during the year. Primarily, this 
was due to the accelerated emphasis on disposition of nonessential records. 
Strong assistance came from curbs on the creation of records from improved 
procedures, reports control, correspondence management, and form and form 
letter control and standardization. Continued emphasis was placed on better 
utilization of existing equipment and stringent controls were put on its purchase. 
In those areas where there was a real need for additional filing equipment most 
requisitions were filled from excess VA equipment. 

Inder the records security program approximately 25 million vital and irreplace- 
able records were microfilmed or duplicated in paper form and placed in the security 
depository and relocation center. In addition, a survey was completed of all VA 
records to (a) insure that all records of a vital policy or operating nature were 
being secured and (b) eliminate any of the records included in the program which 
no longer fell within the category of indispensable records. As a result certain 
additional file series were determined to be indispensable, and security for these 
records will be provided during fiscal year 1956. 


Thus the paperwork management program of this agency is on an 
active and continuing basis. All elements of organization are required 
to establish effective controls over the creation of records, to assure 
adequate documentation, to make proper use of the records created, 
to assure simple and effective practices in the accomplishment of 
paperwork, and to make timely disposition of the records in accordance 
with appropriate authority after they have served their usefulness. 
Within the framework of this overall paperwork management program, 
the Veterans’ Administration has established and maintained firm 
programs of printing control, form and form letter control and stand- 
ardization, correspondence management, reports control, and records 
disposal. These programs are not only fully in the spirit of further- 
ance of the Hoover Commission objectives of reducing Government 
paperwork, but in fact antedate the establishment of the Commission 
itself. 

The Veterans’ Administration has maintained since 1946 a continu- 
ing program for the control of forms and form letters in the full 
modern concept of that term. This has included, on an agencywide 
scope, the identification of and accounting for all forms and form 
letters in use, the analysis of all active or proposed new forms and form 
letters for essentiality and the elimination of obsolescent and duplicat- 
ing items, the application of the most advanced techniques of design 
to promote operational efficiency, and the furnishing of detailed 
specifications for the most economical production. 

It has been an undertaking of considerable magnitude and produc- 
tive of results which are believed to be outstanding in the Government. 
Immediately following World War II, the Veterans’ Administration 
was faced with & tremendous expansion of activities which resulted in 
the meteoric increase in the number of forms and form letters in use. 
Thus the early emphasis was on reduction in number of thousands of 
different instruments by which daily operations were carried out. 
This phase of the program accounted for an overall reduction of 
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approximately 80 percent in the number of forms and form letters in 
use. It will perhaps be significant to the special interests of your 
subcommittee to point out that a standardized form is one which is 

rinted or reproduced centrally, under prescribed rules therefor, and 
18 stocked in common supply for all using offices or field stations. 

Following the reduction or *house-cleaning" phase, the program was 
concerned with continuing refinements and improvements in existing 
forms and form letters and with careful scrutiny of proposed new 
additions to the group, to the end that the gains realized should not 
be dissipated. This coincided roughly with the reorganization of 
the Veterans’ Administration in September 1953, as the result of 
which the forms and form letters control program was decentralized 
into each of the three operating departments (Medicine and Surgery, 
Insurance, and Veterans’ Benefits), and a staff program under the 
Assistant Administrator for Administration. The former have full 
responsibility for matters pertaining to the offices and field stations 
under their jurisdiction; the latter is concerned with the overall 
aspects of the program, as well as forms and form letters which are 
agencywide in scope or which pertain to other staff elements. 

There are several significant features of present policies and pro- 
cedures in the control of forms and form letters, as reflected in chapter 
4, Form and Form Letter control, of part 1I, VÀ Manual MP-1. The 
basic approach is one of continuous effort toward improvement, 
simplification and standardization. Full responsibility for deter- 
minations of essentiality is lodged in one or the other of the control 
staffs, as is responsibility for design and specification. The programs 
are staffed with competent technicians many of whom have had 
several years practical experience in this field and the staff affords 
the means of review and comparison of the separate programs, as 
indicated by the following: 


Management control summary—Form and form letter control and standardizatton— 
Total forms and form letters in use 





Forms | Form letters 

End of June— p p T 21 | P. ? p 
Tota] | VA Field | VA | Field 
standard | station | standard | station 


, 030 | , 970 | (1) | Q | (1) 
7243 | 10, 515 | | 711} 9,050 
, 417 , 954 | 672 ; 

, 589 | 2, 935 | | 711 

, 854 2, 409 | j 837 

069 , 179 | | 895 

220 | ,032 | 964 

, 318 , 141 | 55 

3, 401 | ,235 | 

3, 376 , 325 | 


go 9o CO PO PO fo FO FO 


! No figures available. 


Provision is made for the registry and identification of all agency 
forms and form letters, including those peculiar to a single field station, 
and general minimum standards are prescribed. "With respect to 
public-use forms and form letters, the general subject of which is 
mentioned in the second paragraph of your letter, the Veterans' 
Administration must carry out most of its contacts with the public 
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Veterans! Administration, February 15, 1956 —Continued 
by means of questionnaires, applications, statements, and the like. 
Most of these directly involve veterans and their dependents and 
relatively few involve reports from industry and other segments of 
the nonveteran public. There are more than 500 forms in current 
use which have been cleared by the Bureau of the Budget and are 
subject to periodic review by the Bureau under the Federal Reports 
Act of 1942. Only a minority involve reports from the nonveteran 
public, such as information from lending institutions as needed for the 
veterans' loan guaranty program, and certain reports from educational 
institutions and job-training establishments as required for the 
veterans’ education and training program. It will be noted that the 
policy manual provides for application of this and other prescribed 
clearance requirements to all forms and form letters whether initiated 
in Central Office or in the field. 

Application for Special Dividend, Form 9-430, is an example of an 
end product of the controls and techniques described above. This 
form was the application for the first special dividend of the national 
service life insurance program in 1949. It is an example of the 
Veterans’ Administration contacts with the veteran public. In this 
case an estimated 16 million veterans were involved. It received 
widespread notice as an example of simplicity and directness in the 
field of Government forms. 

The Veterans’ Administration has a strong record of correspondence 
improvement, which stresses both quality and economy. In addition 
to standardizing as much correspondence as possible by the use of 
form letters, the Veterans’ Administration is one of the pioneers in 
the field of developing supplemental systems of flexible pattern letters 
and pattern paragraphs. These reduce dictation and review, further 
control and Saaai replies, and further insure quality and mini- 
mum records creation. 

Agencywide reports control has been exercised for many years and 
at present a review of report structure is being conducted. The 
purpose of this review is the elimination of unnecessary reports and 
the revision of existing reports where necessary. 

Department heads, top staff officers, and managers of field stations 
were directed on November 30, 1954, by circular 34, to instruct their 
line and staff officials and publications control officers to take every 
reasonable measure to tighten the controls on printing. Every 
printing request, however large or small, is required to be fully justi- 
fied, quantities critically reviewed, and both held to absolute mini- 
mums consistent with sound usage, storage, and distribution 
requirements. Controls on distribution were similarly tightened. 

y these means the Veterans’ Administration has exercised and 
continues to exercise stringent review and control of all printing. 
Every form or form letter, or other material printed by the Veterans’ 
Administration is critically reviewed as to necessity, as to design, as 
to quantity, as to distribution, as to every factor possible which when 
carefully weighed will tend to keep our printing to the minimum 
=m ad when necessary, up to certain standards of quality 
s well. 
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Forms MANAGEMENT ASSISTANCE PROVIDED DEPARTMENTS AND 
AGENCIES BY THE GENERAL SERVICES ADMINISTRATION 


The Federal Property and Administrative Services Act of 1949 
(63 Stat. 377), effective July 1, 1949, provided for the transfer of 
the National Archives to the General Services Administration. Sec- 
tion 104 (c) authorized the Administrator to make surveys of Govern- 
ment records and records management and disposal practic es and 
obtain reports thereon from Federal agencies; to promote, in coopera- 
tion with the executive agencies, improved records management 
practices and controls in such agencies, including the central storage or 
disposal of records not needed by such agencies for their current use; 
and to report to the Congress and the Director of the Bureau of the 
Budget from time to time the results of such activities. 

The Federal Records Act of 1950 (64 Stat. 583), approved September 
5, 1950, increased the responsibilities of the Administrator of General 
Services with respect to records management. Section 505 (a) 
directed that the Administrator shall make provisions for the eco- 
nomical and efficient management of records of Federal agencies (1) by 
analyzing, developing, promoting, and coordinating standards, pro- 
cedures, and techniques designed to improve the management of 
records, to insure the maintenance and security of records deemed 
appropriate for preservation and to facilitate the segregation and 
disposal of records of temporary value and (2) by promoting the 
efficient and economical utilization of space, equipment, and supplies 

needed for the purpose of creating, maintaining, storing, and servicing 
records. (See Public Law 754, printed as Appendix B to this report.) 

In addition to the paperwork management assistance rendered by 
regular employees of the Records Management Division of the 
National Archives, contracts have been entered into by the General 
Services Administration with the following firms for the phases of the 
work indicated: 

Records Engineering, Inc.—'The creation and retention of records 
in the Veterans' Administration. 

Records Engineering, [nc.—Paperwork management in the Inter- 
state Commerce Commission. 

Robert F. Miller & Associates, Inc.—The reporting system and 
related records and procedures of the Bureau of Indian Affairs. 

Lester B. Knight and Associates, Inc.—Paperwork activities in four 
insurance-type agencies: Bureau ‘of Employees’ Compensation, Re- 
tirement Division of the Civil Service Commission, Railroad Retire- 
ment Board, and the Bureau of Old-Age and Survivors’ Insurance. 

Leahy and Company.—Records centers maintained by the General 
Services Administration and the Department of Defense. 

Dr. Wayne C. Grover, Archivist of the United States, when testify- 
ing before the House Appropriations subcommittee, in behalf of the 
appropriation for the National Archives for fiscal year 1957, explaining 
his request for an increase, stated: 


The $110,000, plus the $40,000 for monitoring contractual record surveys is to 
expand our records management program in the fields of record creation and 
maintenance. 

The Federal Records Act requires an integrated approach to the records prob- 
lem. That is, taking action on all three phases of it, creation, maintenance, and 
disposition. 
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Concerning one example of forms management assistance provided 
the Department of State by the Records Service of the National 
Archives, Dr. Grover said: 

We have completely revised the passport form. In fact, we examined every 
aspect of pessport paperwork. Whereas when we started, Miss Knight had a 
very considerable backlog and required additional personnel—she is not now 
putting in any request for increased personnel. 

The Director of the Records Management Division of the National 
Archives advised that assistance is rendered Government departments 
and agencies in forms management upon request, although it does not 
exercise general supervision over that phase of activity in the executive 
branch of the Government. In addition to providing forms manage- 
ment assistance to agencies upon request, the subject of forms manage- 
ment was included among the several subjects discussed at Federal 
Records management clinics which have been held in several cities by 
GSA during 1956. Powe 

To clarify the authority of the Administrator of General Services 
with respect to establishing standards, policies, and principles designed 
to improve the management of Federal records, the Senate, on July 30, 
1955, passed S. 2364. The House Committee on Government Opera- 
tions, to which the bill was then referred, considered it, reported favor- 
ably thereon without amendment and recommended House passage. 
The Senate Committee on Government Operations stated that S. 2364 
would broaden and clarify the authority of the Administrator of 
General Services so as to remove any doubt regarding his authority for 
establishing procedural regulations to be followed by the various depart- 
ments and agencies of the Federal Government. The General Serv- 
ices Administration informed the Senate Committee on Government 
Operations that, although such authority presently exists, the respon- 
sibility is not clearly set forth in the statute, and the proposed 
amendment would correct this deficiency in the law (S. Rept. No. 1183, 
84th Cong.). It should be noted that this report stated that '* * * 
it is understood that the Bureau of the Budget has interposed no 
objection to its (S. 2364) enactment. The committee is informed 
that the proposed legislation was cleared with many of the affected 
agencies before it was submitted to the Congress." If S. 2364 were 
enacted, section 505 (a) of the Federal Records Act of 1950 would 
then have read as follows: 

Suc. 505. (a) The Administrator shall, with due regard to the program activities 
of the agencies concerned, prescribe the policies and principles to be followed by 

éderal agencies in the conduct of their records management programs, and make 
provisions for the economical and efficient management of records of Federal 
agencies (1) by analyzing, developing, promoting, and coordinating standards, 
procedures, and techniques designed to improve the management of records, to 
insure the maintenance and security of records deemed appropriate for preserva- 
tion, and to facilitate the segregation and disposal of records of temporary value, 
and (2) by promoting the efficient and economical utilization of space, equipment, 
and supplies needed for the purpose of creating, maintaining, storing, and servicing 
records, * * * 

'This proposal, S. 2364, was passed. over in the House each of the 
10 times it was called up on the Unanimous Consent Calendar, 
between April 9 through July 26, 1956. In letters of objection to 
H. R. 6624, a bill adding the same language to section 505 (a), directed 
to the House committee in February and March 1956, the Department 
of the Navy and the Bureau of the Budget each contended that 
controversy would result from the enactment of such legislation. 
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Forms MANAGEMENT RESPONSIBILITIES OF THE BUREAU OF THE 
BUDGET 


Report forms.—The Federal Reports Act of 1942 (Public Law 831 
77th Cong.) and the implementing Bureau of the Budget Circular No. 
A-40, included in the appendix to this report, provide that each 
agency, with specified exemptions, must obtain the Bureau’s approval 
for any questionnaire or other request for information to be sent to 
10 or more persons. This act was designed, according to its 
preamble— 
to coordinate Federal reporting services, to eliminate duplication and reduce the 


cost of such services, and to minimize the burdens of furnishing information to 
Federal agencies. 


Section 2 of the act states: 


It is hereby declared to be the policy of the Congress that information which 
may be needed by the various Federal agencies should be obtained with a mini- 
mum burden upon business enterprises (especially small business enterprises) and 
other persons required to furnish such information, and at a minimum cost to the 
Government, that all unnecessary duplication of efforts in obtaining such infor- 
mation through the use of reports, questionnaires, and other such methods should 
be eliminated as rapidly as practicable; and that information collected and tabu- 
lated by any Federal agency should insofar as is expedient be tabulated in a manner 
to M" the usefulness of the information to other Federal agencies and the 
publie. 


The Budget Director was given authority to investigate, review, 
and collect data, etc., to assist in the successful administration of this 
act. 

The origin of the Federal Reports Act of 1942 can be traced to a 
letter dated May 16, 1938, from President Roosevelt to Chairman 
Rice of the Central Statistical Board. Expressing concern over the 
number of statistical reports which Federal agencies were requiring 
from business, he requested a report on the statistical work of those 
agencies with recommendations looking toward consolidations and 
changes consistent with efficiency and economy both to the Govern- 
ment and to private industry. On January 10, 1939, he transmitted 
to Congress the report prepared by the Central Statistical Board in 
response to this letter (H. Doc. No. 27, 76th Cong., 1st sess.). 

is a letter replving to Chairman Hays' inquiry as to the steps 
taken to implement the recommendations of the Hoover Commission, 
Assistant to the Director of the Budget Merriam wrote that simplifi- 
cation of Government reporting requirements and reduction of the 
reporting burden upon the publie are continuing functions of the 
Bureau under the authority described above. 

Mr. Paul F. Krueger, analytical statistician, Office of Statistical 
Standards, Bureau of the Budget, described to members of the sub- 
committee the administration of the Federal Reports Act. He re- 
ferred particularly to the close cooperation and assistance received 
in administering the act from the Advisory Council on Federal Re- 
ports, established in 1942 and composed of private citizens represent- 
ing & cross-section of American business. 
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In an article appraising the Federal Reports Act, published in the 
spring following its passage, in 3 Public Administration Review 150, 

e following statement appears at page 157: 

Since the review of administrative forms must necessarily be concerned with 
the administrative programs of which they are a part, the preparation of objective 
standards which operating officials can follow will be a monumental undertaking. 
While consideration can be given to consistency of definition, simplicity of pre- 
sentation, adequacy of instructions, and the like, it may be impossible to provide 
adequate guides to the formulation of administrative programs. 


The article closed on this hopeful note: 


The authority placed in the Budget Bureau by the Federal Reports Act will 
give the Division of Statistical Standards adequate opportunity to study and 
regulate the quantity and quality of Government questionnaires, forms, and 
other reporting requirements, to provide effective machinery for locating and 
facilitating the exchange of data, to formulate standards for the guidance of 
operating officials, and to develop consistent methods of review and analysis. 

he achievement of these objectives, even in some measure, will meet a need 
long and urgently felt, both by Government officials and by the public. 

Standard forms.—The Bureau of the Budget, serving as the Presi- 
dent’s staff for the improvement of management and organization 
in the executive branch, approves standard forms except those which 
are required by the General Accounting Office and approved by the 
Comptroller General. At present, there are 212 standard forms. 
These forms were developed by the following Government departments 
and agencies: 


Bureau of the Budget EA Mere ee ae ee rece Joey ig Se rn 8 
General Services Administration......... Md e A is A 63 
CM move inne io odia uae be Judd quas sex Ee Qux a aia 42 
"*eessury Departmani., Liz esed e emnt mrs M CAES ESAME Eia REL dE 13 
NENNEN 1M Luo isi iei amies GOES dE en ilb icri ret em AL S 
Government Printing Office.......... ----- STE DEMNM C EAE A» 3 
Federal Civil Defense Administration. ......... jui ee er 2 
Labor Department......... LAUS GR Dbe CUN TE dA E 2 due M «Rn 2 
Federal Communications C ommission......-...-...- uidi Be ae Í 


ere, AE a t d qr e AP. eda c EE d m 212 


A list of United States Government standard forms which have been 
approved by the Bureau of the Budget is included as appendix D to 
ida report. In contrast to the 212 standard forms now in existence, 
there were 48 standard forms in use when a previous study was 
made of the subject in 1938. 

Representatives of the Bureau of the Budget advised the subcom- 
mittee that work connected with standard forms receives only a 
small part of the time of one employee. It was also ascertained that 
no review of departmental or agency forms is now being made by the 
Bureau of the Budget for the purpose of standardizing more of these 
forms unless specific request for consideration of such a need is directed 
to the Bureau. 


ADVISORY COUNCIL ON FEDERAL REPORTS 


The Advisory Council on Federal Reports, created in 1942 to give 
advice and assistance to the Bureau of the Budget concerning provi- 
sions of the Federal Reports Act, has since that time continued to 
work closely with the Bureau. Iti is not an agency of the Government 
but a group of 22 businessmen, of which 2 are appointed by each of 
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7. sponsoring business organizations, the other 8 being elected to 
represent business at large. The sponsoring business organizations 
are: 


American Chamber of Commerce Executives 
Chamber of Commerce of the United States 
Controllers Institute of America 

National Industrial Council 

National Association of Manufacturers 
American Retail Federation 

American Trade Association Executives 


The council, originally known as the Advisory Committee on Gov- 
ernment Questionnaires, was created as an immediate result of letters, 
dated October 9, 1942, from Harold D. Smith, then Director of the 
Bureau of the Budget, to the five original sponsoring organizations: 
American Trade Association Executives, American Retail Federation, 
Chamber of Commerce of the United States, Controllers Institute of 
America, and the National Association of Manufacturers. Discus- 
sions following these letters among officials of the Government and 
of the aforementioned organizations resulted in the formation of the 
parent group of the Advisory Council on Federal Reports. 

The council has described its own services in its 1948-49 report as 
follows: 

Basically, the council renders two main types of service. The first relates 
to the elimination of unnecessary or meaningless questions and other revisions 
to existing questionnaire forms. These revisions may be the changing of a 
monthly survey to a quarterly, or a quarterly to an annual report. Old questions 
may be dropped or simplified, or at times new ones substituted. Often the 
language of the questions and of the accompanying instructions or letter is 
clarified. "This type of service is readily perceived and appreciated by those in 
company offices upon whom fall the recurrent tasks of accumulating and filing 
data, 

A second basic service is to be found in the very existence of the council. This, 
in itself, is productive of benefits. The fact that a representative advisory group 
is at hand, and ready to function when asked, has served as a major deterrent to 
the issuance of unwarranted questionnaires and surveys and the circulation of 
inadequately considered questionnaires. There have been instances in which 
attempts have been made to apply pressure to the Bureau of the Budget for 
approval of survey projects, which projects were withdrawn by the agencies 
when the Bureau of the Budget proposed to consult with industry through the 
medium of the council. In some of these instances the survey was abandoned. 
In other instances the proposal was resubmitted in improved and acceptable form. 


The council works with the Office of Statistical Standards of the 
Bureau of the Budget. In its consulting and advisory capacity to 
the Bureau, the council suggests ways to bring about the greatest 
exchange of information between the Government and business with 
with the least time, trouble, effort, and expense. Defects in existing 
methods are pointed out and analysis is made of proposed plans in 
order to eliminate or mitigate potential sources of trouble by anticipat- 
ing them in advance. 

In addition to advising the Government about business, the council 
also serves as an information clearinghouse to provide business with 
information about the Government—a point of contact between the 
Federal Government and the business community. 

Meetings of the council, held four times each year, for the discussion 
of any developments relevant to its interests and to work out courses 
of action, are usually attended by representation from the Bureau 
of the Budget. 
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Membership of the council is composed of businessmen who are 
expert in their fields, serving without compensation. Some 40 
permanent advisory committees and a varying number of one-time 
advisory panels composed of volunteer businessmen, whose firms or 
trade associations are involved in the Federal reporting programs, 
meet to work out related problems in relation thereto. 

At the present time, the council is giving increased attention to 
reducing the paperwork burdens imposed upon business concerns by 
Federal agencies, this renewed emphasis stemming from the Hoover 
Commission’s recommendations on Government paperwork manage- 
ment. Asa part of this aspect of its program, the council plans to go 
beyond its regular committee organization, inviting all business and 
industrial concerns to present illustrations from their own experience 
of what they consider to be unnecessary paperwork burdens imposed 
upon them by the Government. A special coordinating committee on 
paperwork reduction has been created by the council to supervise 
this program. 

The yearly budget of the council, now about $40,000, is provided 
entirely through voluntary contributions of its sponsors, one of which, 
the American Trade Association Executives, annually solicits con- 
tributions from about 1,000 trade associations. The council does 
not receive any Federal funds. Its staff of four persons performs in 
a managerial, not advisory, capacity. 

Eleven annual reports have been issued by the council since its 
inception, covering its activities. Beginning with 1956, rather than 
continuing to publish annual reports, the council has adopted the 
system of issuing quarterly reports giving summaries of activities in 
whatever aspects of their endeavor attention has been directed. 
The first of these quarterly reports is printed as appendix E of this 
report. 


GENERAL AccounTING Orrice Forms AND RELATED PAPERWORK 


The General Accounting Office, in addition to being the agency 
of Congress for checking on the financial transactions and adminis- 
tration of Government departments and agencies, also has the 
responsibility for assisting and cooperating with executive branch 
officials toward the improvement of efficiency and effectiveness of 
Federal operations. 

As was pointed out in the hearings before the subcommittee on 
May 10, 1956, many changes have been made in the operation of the 
General Accounting Office during the past few years to simplify its 
own paperwork and also to effect savings in manpower and paperwork 
on a governmentwide basis. Many of the new techniques were 
promoted and ratified by Congress. 

Under the old approach, the General Accounting Office was growing 
into a central paper mill. This was contributed to by the many fiscal 
requirements of the Treasury Department, the Bureau of the Budget, 
and the General Accounting Office, which were not always coordinated. 
Some of the old methods were adequate to meet the needs of our 
Government when the annual budget was a few billion dollars. How- 
ever, beginning in 1940 when Federal defense expenditures grew into 
astronomical figures, the ways of the past could not keep pace with 
the new demands. Actually, the —2* and accounting require- 
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ments of the Government under the antiquated standards generated 
unlimited paperwork. 

At that time, therefore, the General Accounting Office determined 
to modernize its methods and procedures and to improve the fiscal 
procedures in the Government as soon as possible. Concentrated 
efforts began immediately after the close of World War II. 

The foundation was created in the Joint Accounting Improvement 
Program, inaugurated in 1947 by the Comptroller General, the 
Secretary of the Treasury, and the Director of the Budget, in collab- 
oration with all other Government agencies. Its basic principle was 
the decentralization of accounting and auditing in the Government 
to points where operations were carried on, and the summarization 
of information prepared at those points for the use of the central 
fiscal control agencies. 

Under the old audit system, all disbursing officers’ accounts, with 
supporting vouchers, contracts, and other papers, were sent into the 
Washington office of the agency for administrative review, and then 
funneled into the General Accounting Office for audit. Today, under 
the new comprehensive audit approach, auditors go to the place 
where the records are kept by the agency. This procedure eliminates 
transmission of carloads of paper into Washington. Leaving the 
vouchers at the site of operations automatically eliminated preparing 
and maintaining two sets of vouchers, since the original voucher 
serves the needs of the department and the General Accounting Office. 

The Congress cooperated in providing a legislative basis for modern- 
izing auditing and accounting work in the Government by passing 
the Budget and Accounting Procedures Act of 1950, which embodied 
the principles of the Joint Accounting Improvement Program. It 
provides necessary authority for simplification of fiscal procedures 
and elimination of duplicating or overlapping processes. One of the 
first results under that act was the discontinuance of the thousands 
of accounts which theretofore were required to be maintained by the 
General Accounting Office for the entire Government. Actually, the 
same accounts were being maintained in the agencies and in the Treas- 
ury Department. This elimination saved the General Accounting 
Office $1 million in salaries and stopped the flow of millions of docu- 
ments that had to be sent by the departments and agencies to the 
General Accounting Office for posting to the records. 

Joint Regulations 1, 2, 3, and 4. issued by the Secretary of the 
Treasury and the Comptroller General under the 1950 act, have elimi- 
nated the need for thousands of appropriation and other types of 
warrants which previously were required in order to credit funds on 
the books of the Treasury Department and make them available for 
expenditure. 

Another important step by the Congress which broke ground for 
eliminating unnecessary paperwork was the passage of the Post Office 
Department Financial Control Act of 1950. That act, as implemented 
by the Comptroller General and the Postmaster General, has brought 
about tremendous reductions in paperwork without sacrificing, and in 
fact improving, control over the Department’s funds and assets. 

Some significant efforts of the General Accounting Office to reduce 
paperwork in the Government go back as far as 1942. For example, 
site audits were inaugurated by the Comptroller General early in 
World War II to audit payments under cost-plus war contracts. It 
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was found that the site audit was mutually advantageous to the 
Government and to the contractor. Cash savings to the contractors 
and to the Government are obtained through reduction of clerical 
expenses and by elimination of documents that were required to be 
submitted to Washington. 

The Hoover Commission report on paperwork focused attention on 
the need for improvement in the paperwork processes of the Govern- 
ment. ‘The General Accounting Office believes that primary reliance 
for improvement must be placed in day-to-day management. There is 
no dramatic one-shot remedy for eliminating redtape and wasteful 
practices. It is only brought about by constant and daily vigilance 
of responsible officials. 

The prescribing function of the Comptroller General is now carried 
out largely in terms of principles and standards because of the responsi- 
bility placed upon the head of the agency under the Budget and 
Accounting Procedures Act of 1950. However, that act provides 
that the Comptroller General shall, to the extent he deems necessary, 
continue to exercise the authority to prescribe forms, systems, and 
procedure for administrative appropriation and fund accounting. It 
should be pointed out that both the Senate and House Committees 
on Government Operations, in favorably reporting the 1950 legisla- 
tion, made it clear that the accounting responsibility of the Comp- 
troller General in this respect is in accordance with the long-estab- 
lished policy of Congress of retaining legislative control over public 
financial transactions “that must be held inviolate.” 

The concept under which the Comptroller General operates is to 
exercise his prescribing authority on a fully cooperative basis and to 
assist the agencies in developing their accounting systems and pro- 
cedures, including the related accounting forms. The prescribing 
responsibilities of the Comptroller General often affect contractors 
and others having business with the Government. In such cases the 
General Accounting Office consults with their representatives to de- 
termine that the impact of its requirements are as simple and practi- 
cable as possible and yet serve the best interests of the Government. 

In the past decade, the General Accounting Office has been engaged 
in a continuous program, in cooperation with the departments and 
agencies, of eliminating redtape and unnecessary paperwork in the 
Government. Practically every day finds new methods adopted 
which increase efficiency and economy of operation. If all these 
instances were recorded in one place, the American taxpayer would be 
impressed and gratified by the amount of the savings involving millions 
of dollars. 

In order that the Congress and its committees, in carrying out its 
vital management responsibility for the operations of the executive 
branch, be kept posted on the governmentwide progress under the 
Joint Accounting Improvement Program, a report has been prepared 
each year since 1949 illustrating concrete accomplishments and the 
cumulative effect of this dynamic program. The report is prepared 
by the staffs of the Bureau of the Budget, the Treasury Department, 
and the General Accounting Office. The Seventh namie Progress 


Report was transmitted to the Congress in March 1956. Each 
of the reports contains illustrations of significant developments in 
the elimination of pee and savings achieved in adopting better 
hroughout the Government. 
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EXAMPLES OF PAPERWORK REDUCTION 


Many illustrations could be cited to give some indication of the kind 
of savings in paperwork which have been accomplished. The forward 
progress that reas illustrations demonstrate are the result of the 
cooperative approach which the General Accounting Office employs 
to encourage and stimulate agencies to take the initiative to work out 
internal improvements. One advantage of this approach is that fre- 
quently participation on the part of an individual agency brings 
suggestions that can be adopted on a govermentwide basis. A few 
of the noteworthy examples of savings in paperwork are illustrated 
by the following examples: 

The procedures for deposit of collections and making funds avail- 
able for disbursement were greatly simplified by the issuance of Treas- 
ury-General Accounting Office Joint Regulations 1, 2, and 3. For 1 
repayment to an appropriation, 26 steps, 60 pieces of paper, and 106 
recordations were eliminated under the procedure provided by joint 
regulation No. 1; for each requisition for disbursing funds from a gen- 
eral fund appropriation, 8 steps, 11 pieces of paper, and 30 recordations 
were aan by joint regulation No. 2; and in the case of available 
special and trust fund receipts, 33 steps, 72 pieces of paper, and 136 
recordations were eliminated, and the sabe of governmental units 
involved and days required to process were reduced from 10 to 4 units 
and 30 to 2 days, respectively, by joint regulation No. 3. 

Joint regulation No. 4 discontinued accountable warrants (25,000 
a year) and covering warrants (30,000 a year) pursuant to authority 
of sec tion 115 of the Budget and Accounting Procedures Act of 1950. 

In all agencies where » administrative examination of accounts has 
—8 decentralized and onsite audit procedures have been installed 
material savings have resulted through the use of the voucher and 
schedule of payments and elimination of the preparation of public 
vouchers where properly certified invoices are received from ULL 
for example, in General Services Administration preparation of 200,000 
vouchers eliminated; Agriculture over 1 million vouchers eliminated; 
Interior over 1 million vouchers eliminated ; for the whole Government 
approximately 25 million vouchers annually. In addition, where the 
GAO makes a site audit the necessity for making and retaining copies 
of vouchers and their supporting documents is eliminated since the 
original document is retained in the agency as long as needed. Fur- 
ther, none of the millions of vouchers are sent to the disbursing officer 
as under previous procedures. Under revised procedures, only the 
schedule, which is a simple listing showing name and address of payee 
and amount to be paid is sent to the disbursing office. Also, the 
duplicate handling of these millions of vouchers by the disbursing 
eius and the administrative office in W ashington is eliminated. 

Forms and procedure were approved for use in various agencies 
Ee certain lessors are no longer required to submit monthly bills 
covering rental charges. In lieu of this requirement, agencies use a 
single listing form on which appears the names of lessors and the 
monthly rental due each. This single form is used by the disbursing 
officer for the issuance of checks in favor of the payees indicated on the 
form. As a result of the new procedure, over 450,000 vouchers 
annually are eliminated. 
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4. The Comptroller General provided in General Regulations 
No. 51, supplement No. 15, dated July 31, 1952, that (1) contracts 
need not be executed, nor deposited with the General Accounting 
Office, by Government departments or agencies, except when adminis- 
tratively deemed necessary to properly protect the interests of the 
Government, when there is a continuing need for supplies and other 
services, regardless of the number of payments involved, and when it is 
contemplated that the amount involved it any one case will not exceed 
the open market limitation within the fiscal year; (2) contracts need not 
be executed by Government departments or agencies for public 
utility services, regardless of the amount or the number of payments to 
be made, when the utility company's rates are fixed or adjusted by 
Federal, State, or other regulatory body, except when deemed to be in 
the best interests of the Government to do so. Approximately 
650,000 contracts of these types were formerly entered into and filed 
in the General Accounting Office. 

5. A new punchcard form of transportation request for use on and 
after July 1, 1955, representing an annual savings in printing costs of 
$150,000 a year, provides both rail and pullman accommodations by 
issuance of a single request. 

6. Further progress in the program to convert 32 million remaining 
paper checks to punched oud checks, begun 3 years ago, resulted in 
additional annual savings of $150,000 in payment and reconciliation 
operations in Treasury and General Accounting Office. This brings 
recurring savings under this program up to $500,000 annually. 

7. The documentation required to support postmasters’ accounts 
has been drastically reduced without any loss in establishing aecount- 
ability. The paperwork is reduced at least 75 percent. By way of 
illustration, 66 pounds of documents required to support one account 
for a quarter in the Boston Post Office en been reduced to less than 
a pound, about 14 ounces, of comprehensive material. 

8. New punchcard money order replaced paper money order and a 
puncheard formerly used in auditing procedures resulting in saving 
of over 300 million forms—listings of issued money orders and paid 
money orders, formerly prepared on a manual basis by first-class 
postmasters have been eliminated, saving over 1 million legal-sized 
sheets on which money orders were listed at 300 items to sheet. 

9. In the Veterans' Administration the * Designation of beneficiary" 
and ‘Selection of optional settlement” forms have been combined into 
one form with its resultant simplification of procedures. In addition, 
the executed form is photocopied and sent to the insured, thus elimi- 
nating the preparation of approximately 300,000 form letters per year. 
Considerable work was done in the area of revising forms and related 
procedures for beneficiary and beneficiary attendant travel. This 
resulted in discontinuance of 2 forms, consolidation of 2 others, and 
revision of still 2 other forms. As a result of these changes, many 
administrative processes were eliminated in medical and finance. It 
is estimated that this action will result in the elimination of approxi- 
mately 125,000 documents per year. 

10. The practice of routing a copy of an authorization for payment 
of suspense or other credits due estates of deceased veterans, after 
approval, to the central office has been discontinued. All instruction 
forms used by the Addressograph Unit as authority to establish, 
change, or destroy addressograph plates are destroyed, rather than 
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being filed in the insurance folders. It is estimated that this has 
eliminated the filing of approximately 1,400,000 documents per year. 

11. A payee’s index file, comprised of cards for every VA bene- 
ficiary receiving an award or authorization for benefits totaling around 
17 million cards, maintained in the Veterans' Benefits Office by 
approximately 23 full-time employees was discontinued. This action 
resulted in substantial savings in personnel, equipment, and related 
cost. The information previously contained in the discontinued file 
is available in the master index and locator files. 

12. The Department of the Army and the General Accountin 
Office agreed that the Army would have complete access to origina 
vouchers in possession of the General Accounting Office and filed at 
the Army Audit Branch. As a result, the Army was able to eliminate 
its duplicate set of files comprising 25 million vouchers and occupying 
40,000 square feet of storage space. 

13. The military departments have adopted new procedures with 
respect to payments to allottees such as the American Red Cross for 
repayments of servicemen’s loans and private insurance companies for 
servicemen’s insurance. The new procedures will result in payments 
to such allottees on a monthly consolidated basis with a single check 
and a listing of allotters replacing the former individual checks for 
each allotter and allottee. Departmental estimates reveal an annual 
saving in checks issued aggregating 5 million; 1,140,000 in Navy, 
2,600,000 in Army, and 1,400,000 in Air Force. In addition, further 
savings will be realized by the allottees, banks, and the Treasury 
Department in processing the checks and in the General Accounting 
Office in retotdlition of accounts. 

14. As a result of integrating the disbursing and accounting opera- 
tions of the Railroad Retirement Board, in connection with payment of 
retirement benefits, there were eliminated 250,000 documents prepared 
by typewriter, 10,000 documents prepared manually and in substitu- 
tion therefor, 85,000 documents prepared by high-speed mechanical 
process. In addition, 275,000 puncheards and 1 million copies of docu- 
ments were eliminated. The filing, withdrawal, and refiling of 2 million 
copies of documents formerly transferred back and forth between 
Treasury Department and the Railroad Retirement Board were 
discontinued. 

Standard accounting forms.—The Comptroller General has pre- 
scribed 178 standard accounting forms for use by Government depart- 
ments and agencies, a list of which is included in the appendix to this 
report. In contrast to the 178 standard accounting forms now in 
existence, there were 119 in use when the previous study on this sub- 
ject was made in 1938. 

An increasing number of standard accounting forms require special- 
ized manufacture such as marginal punching in order to satisfy the 
needs of different types of accounting machines. 'The General 
Accounting Office must approve any change from standard cut sheet 
accounting forms to the specialty variety of which the marginally 
punched kind is an example. 

Determination as to what type of accounting machines should be 
used, if any, is a decision to be made by each individual agency because 
the General Accounting Office does not desire to appear to favor one 
manufacturer over another. Surveys made by the General Account- 
ing Office of the uses to which various machines may be put are avail- 
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able to all agencies. A small GAO staff is working at the Bureau of 
Standards and with other agencies to investigate the possibilities of 
electronic accounting. 

Although representatives of the General Services Administration 
and the General Accounting Office work together on teams to make 
surveys of property accounting systems in all Federal agencies, the 
"forms management' assistance heretofore described, provided by 
the GSA does not extend into the field of accounting systems. 

The term “forms management,” commonly used in many depart- 
ments and agencies, although not so labeled, is an integral part of the 
accounting systems work of the General Accounting Office. The 
GAO cooperates extensively with private industry to obtain leads 
which would contribute to paperwork reduction. 


Press RELEASE ON Paperwork Issvuep sy THE Warre House, 
May 21, 1956 


"THE WHITE HOUSE 


“The President, in a letter to the Director of the Bureau of the 
Budget, has called for a stepped-up campaign to eliminate Govern- 
ment reporting requirements which impose unnecessary paperwork on 
the public and industry. 

*"l'he President's letter endorsed à Hoover Commission recommen- 
dation that ‘increased emphasis’ be given to protecting the public 
from excessive reporting burdens. The President also expressed grati- 
fication at ‘substantial progress already made’ in this area by the 
Budget Bureau and its Advisory Council on Federal Reports. 

“The Budget Bureau has made a vigorous effort to cut the paper- 
work required in the Government’s official business with the public, in 
keeping with instructions issued by President Eisenhower at the outset 
of his administration. This is in line with the Bureau’s broad respon- 
sibility for coordination and improvement of Government statistics 
and for promotion of better business management throughout the 
executive branch. The Federal Reports Act of 1942 gave the Bureau 
the specific function of reviewing and approving the public-use forms 
of all Federal executive agencies excepting the Internal Revenue 
Service, the Comptroller of the Currency, Bureau of Public Debt, 
Bureau of Accounts and Division of Foreign Funds Control in the 
Treasury Department, and bank supervisory agencies. 

“Tn carrying out its responsibilities under the Federal Reports Act, 
the Bureau of the Budget has the help of the Advisory Council on 
Federal Reports composed of representatives of seven national busi- 
ness organizations. The Advisory Council applies its collective 
experience through specialized committees in recommending the elim- 
ination or consolidation of reports, changing the frequency of reporting, 
eliminating ambiguities in questions, and otherwise simplifying and 
standardizing requirements. Sponsors of the council since 1943 are: 

American Chamber of Commerce Executives 
American Retail Federation 
American Trade Association Executives 
Chamber of Commerce of the United States 
Controllers Institute of America 
National Association of Manufacturers 
National Industrial Council 
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3 “Typical improvements during the past 2 years in the Government's 
reporting and recordkeeping procedures which have brought substan- 
tial savings in time and money to the public generally. and cut clerical 
costs, filing requirements, and warehouse needs of Government 
follow: 

*(1) As part of an examination still underway all of the public-use 
forms promulgated by the State offices of ‘the Selective Service Sys- 
tem have been reviewed. In this project, some 60 different forms 
used to determine dependency status were consolidated into a single 
form; forms used by physicians to report on medical conditions, and 
those used by employers to report on occupational deferments were 
greatly simplified. | 

*(2) Small business establishments were particularly benefited when 
final plans were made for the last Census of Business. More than 1 
million small shopkeepers, those having no paid employees, were re- 
lieved from having to file a report to the Bureau of the Census. As 
a substitute, arrangements were made for the transcription of the re- 
quired information by the Internal Revenue Service to the Census 
Bureau. 

*(3) Cooperative arrangements have been made between Federal 
agencies and trade associations for the use of identical forms, as in the 
case of the Rubber Manufacturers Association; or for the use by the 
Government of trade association statistics, as in the case of Bureau 
of Mines’ requirements for data on aluminum. 

*(4) Passport application forms and procedures have been revised 
and simplified by the Passport Division of the State Department; 
report forms used by regulatory agencies such as Federal Power Com- 
mission, Federal Communications Commission, and Civil Aeronau- 
tics Board have been simplified and revised. 

“(5) Substantial savings to industry resulted from revisions in the 
forms used by the Department of Defense in its industrial security 
program. One industrial company estimated that the savings to it 
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! ; alone were approximately $75,000. Many other forms used by the ^ 
3 Department of Defense and its services, particularly those used in I 
1 connection with procurement, have also undergone material revision. 5 
i 4 *""The President's letter to the Budget Director follows: s 
3 “Dear Mr. Brunpace: The recent report of the Commission on Organization a 
: 1 of the Executive Branch of the Government entitled ‘Paperwork Management, e 
P 3 Part II, the Nation's Paperwork for the Government’ directs attention to the 
4 problem of Government requirements which impose unnecessary paperwork on the 
j 4 public. The report recommends: 
y 4 '* "That the President direct the Bureau of the Budget, together with its Advisory i 
2 Council on Federal Reports and in cooperation with the General Services Adminis- f 
- Æ: tration, to give increased emphasis in their reports program to the need to protect 
> p the public from unnecessary reporting burdens by continuing the method of 
- i3 cooperation between industry and Government pursued by our task force as out- 
l lined above.’ 
i E "Tendorse the Commission's recommendation that increased emphasis be placed 
E on aetions to reduce unnecessary reporting burdens on industry and the public. 
: E In recognition of the responsibilities for the improvement of Government statistical 
L3 activities and for the promotion of economy and efficiency in executive branch 
4 operations already assigned to the Bureau of the Budget, I believe the Bureau is 
3 the logical agency to assume leadership in such activities. A significant portion 
2 of the paperwork reqnired of the public is associated with Government forms and 
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related reporting requirements which require your approval under the Federal 
Reports Act, and I am gratified at the substantial progress already made in this 
aon by the Bureau and its Advisory Council on Federal Reports. 

“T wish you to give increased emphasis in this program to the elimination of 
reporting requirements which impose unnecessary paperwork on the public. 
With respect to matters not subject to review under the Federal Reports Act, I 
want you to proceed with the development, in cooperation with the affected 
executive agencies, of plans for eliminating unnecessary public reporting require- 
ments and for simplifying related procedures and systems in such agencies. 

*In carrying out this program I assume that you will make maximum use of 
the advisory services of the Advisory Council on Federal Reports and its various 
specialized committees. You will also wish to consult freely with the affected 
V'ederal agencies and, when appropriate, with the General Services Administration. 
Yoo are authorized and directed to issue such circulars or other instructions as 
you may find useful in carrying out this assignment. 

". should like to receive from you by September 30, 1956, a report of your 
progress together with any recommendations you may have as to further steps 
required for the effective control of the paperwork burden on the public. 

Increased efforts to reduce the reporting burden on the publie together with 
actions being taken by the General Services Administration and other executive 
agencies aimed at solution of paperwork problems within the Government, will 
go far toward attaining the desirable objectives of the Hoover Commission's 
recommendations for improvement of paperwork management. They form a 
logical and valuable part of the broader responsibility and program of the Bureau 
of the Budget to bring about better internal business management throughout 
the executive branch. 

“Sincerely, 
DwicuT D. EiskNHowEn." 
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CONCLUSIONS 


The Hoover Commission Task Force Report on Paperwork Man- 
agement, part I, pointed out that the principal results of the Federal 
Records Act of 1950 came from the storage and disposal of Govern- 
ment records. Undoubtedly, the term “records management’ has 
been generally interpreted to cover only the area of records rather 
than the broad scope which was apparently intended by the act. As 
the task force pointed out, many persons misinterpret the term 
"records management" to mean the movement of records to storage 
and eventual disposal, with some emphasis on filing. This has 
definitely contributed to restricted results from the Federal Records 
Act of 1950. 

The task force also pointed out that the organizational location of 
the Records Management Division of the National Archives and 
Records Service, under the Archivist of the United States, leaves a 
connotation of noncurrent and historical records and office operation. 
Both the Archivist and the Director of the Records Management 
Division of the National Archives advised the subcommittee that they 
did not agree with the task force recommendation: “That a new and 
distinct Paperwork Management Service is needed within the General 
Services Administration.” They were of the opinion that to divide 
any of the phases of records management or paperwork management, 
leaving only the retention and disposition phases with the National 
Archives would create an opportunity for friction between the two 
services. Inasmuch as the subcommittee could not obtain a copy of 
the draft of the proposed Executive order mentioned in the Hoover 
Commission Report which was the recommended means for improving 
paperwork management in the Government, no evaluation could be 
made of the benefits to be derived therefrom. 

The assistance which is currently being extended to departments 
and agencies in the field of “forms management” by the GSA stems 
from the need to check the flow of records which overwhelmed the 
storage and disposition facilities of the National Archives. Since the 
National Archives was organized, in 1935, its interest in records has 
moved from the records-disposition phase to the current files-mainte- 
nance phase to the records-creation phase, involving “forms manage- 
ment." In connection with the most recent phase entered into by the 
Records Service of the National Archives, it regards its existing author- 
ity as primarily that of providing assistance and advice to the agencies 
in what constitutes good practices in the various techniques that exist 
to control the creation of records. 

In view of the existing responsibility of the Bureau of the Budget 
for the administration of the Federal Reports Act, and because the 
Bureau of the Budget necessarily approves United States Gov- 
ernment standard forms, it would appear to be a proper function 
for the Bureau to also exercise the leadership, coordination, and 
agency appraisal needed to supplement the efforts of the General 
Services Administration to contribute to further reduction of Govern- 
ment paperwork by promoting forms management in the executive 
branch of the Government. ‘These efforts could advantageously ac- 
eomplish an overall reduction in the number of departmental and 
agency forms by the establishment of more United States Government 


85 





* Sears se > 


LATS WE HIS Ew OF MOLGA 





86 PAPERWORK MANAGEMENT AND PRINTING FACILITIES 


standard forms. The report on the “standard form” program of the 
Bureau of the Budget which was mentioned under recommendation 
No. 2 of the Hoover Commission Report, part I, was never issued. 

The noteworthy results obtained by the Records Management 
functions of the National Archives have contributed much to overall 
reduction in the volume of Government paperwork by promoting 
improved records management and disposal practices. The addi- 
tional efforts of GSA in lending assistance to departments and agencies 
in the fields of correspondence management and forms management, 
under the broadly interpreted authority of section 505 of the Federal 
Records Act, have also contributed to some reduction of Government 
paperwork. It is apparent, however, that the extent to which GSA 
can contribute to the additional Government paperwork reduction 
by this form of assistance is limited. Constant La. daily vigilance of 
responsible agency officials, assisted by an adequate forms manage- 
ment staff can further reduce Government paperwork. It would ap- 
pear that the Bureau of the Budget, in the exercise of its management- 
improvement responsibility, could do much to further reduce 
Government paperwork by the exercise of management-improvement 
responsibilities set forth by Executive Order No. 10072 dated July 
29, 1949. 

The Hoover Commission Report on Paperwork Management, part 
II, focused attention on the question, “What agency will be the 
catalyst through which the executive agencies and industrial com- 
mittees can carry on the work of the task force and make further 
savings?" The Hoover Commission task force recommended that 
the Congress establish a commission to report to it and to the President 
on this question. The Commission stated that it did not recommend 
imposing any additional burdens on the President and cited the 
existing related responsibilities of the Bureau of the Budget and the 
General Services Administration which are already provided for by 
law. The belief was expressed that substantial results could be 
achieved by these agencies. 

The Federal Reports Act of 1942 and the implementing Bureau of 
the Budget Circular No. A-40 clearly set forth the responsibilities of 
the Bureau of the Budget and other executive departments and es- 
tablishments so as to minimize the reporting burden placed upon 
business enterprises and other persons required to furnish information 
to the Government. It is apparent that further mutual benefit could 
be obtained by the Government and additional reporting groups if the 
Bureau of the Budget had greater knowledge of the respondents’ 
ability to provide the information required by the Government with- 
out creating unjustified paperwork burdens. Such information would 
supplement the assistance now being provided by the Advisory 
Council on Federal Reports. 

The importance of paperwork management generally, including 
forms management as relates to reporting burdens on industry and 
the public, was sufficient to warrant the issuance of a letter by the 
President addressed to the Director of the Bureau of the Budget which 
was released by the White House on May 21, 1956. The President 
endorsed the recommendation set forth in part II of the Hoover 
Commission Report and requested the Director of the Bureau of the 
Budget to submit, by September 30, 1956, a progress report together 
with any recommendations for more effective control of the paperwork 
burden on the public. 
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APPENDIXES 


APPENDIX A 


EXECUTIVE OFFICE OF THE PRESIDENT, 
BUREAU OF THE BUDGET, 


Washington, D. C., October 24, 1951. 


Cireular No. A-40 


(Formerly Regulation A) 
Revised 
To: The Heads of executive — and establishments. 
Subject: Clearance of plans and report forms under the Federal Reports Act. 


This revision of Circular No. A-40 replaces and rescinds Cireular No. A-40, 
dated October 25, 1948, and regulation A, originally issued on February 13, 1943. 
The Federal Reports Act of 1942 expressly applies to the collection of information 
not only when a Federal agency conducts the collecting but also when it sponsors 
the collecting (5 U. S. Code 139c). A new paragraph, 3b, has been added to the 
circular to define the clearance responsibility assumed by the sponsoring agency 
whenever collection of information is undertaken as the result of Federal agency 
sponsorship. Changes have been made in the definition of the term *'plan" (2e) 
and in the definition of '*use" of a plan or report form (2k) to clarify application 
of this Circular to information obtained under Federal agency sponsorship. 
The definition of the term “respondent” (2j) has been revised to make explicit 
the inclusion of persons or organizations outside the United States. 

1. Authority. This Circular is promulgated under the authority of sections 
3(d), 5, and 6 of the Federal Reports Act of 1942, in order to provide for the 
review and clearance of plans and report forms used by Federal agencies in the 
collection of information. 

2. Definitions. 

a. The term ‘‘Act” shall mean the Federal Reports Act of 1942. Section 
5 of the Act reads as follows: 

“No Federal agency shall conduct or sponsor the collection of information 
upon identical items, from ten or more persons (other than Federal employees 
considered as such) unless, in advance of adoption or revision of any plans 
or forms to be used in such collection, 

"(a) The ageney shall have submitted to the Director such plans 
or forms, together with copies of such pertinent regulations and other 
related materials as the Director shall specify; and 

"(b) The Director shall have stated that he does not disapprove the 
proposed collection of information.” 

b. The term “Federal agency” shall mean any executive department, 
commission, independent establishment, corporation owned or controlled 
by the United States, board, bureau, division, service, office, authority, or 
administration in the executive branch of the Government, provided, that it 
does not include the government of the District of Columbia or of any 
territory or possession of the United States, or any subdivision of such a 
government; the General Accounting Office; the Bureau of Internal Revenue, 
the Comptroller of the Currency, the Bureau of the Public Debt, the Bureau 
of Accounts, or the Division of Foreign Funds Control of the Treasur 
Department; or any Federal bank supervisory agency to the extent that suc 
agency obtains reports and information from banks as provided or authorized 
by law and in the proper performance of its supervisory functions. 

ce. The term “Director” shall mean the Director of the Bureau of the 
Budget. The term “Assistant Director” shall mean the Assistant Director 
of the Bureau of the Budget for Statistical Standards or his designated 
representative. 
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d. The term “report form” shall mean or include any application form or 
other administrative report form, questionnaire, telegraphic request, or other 
similar device for the collection of information. 

e. The term “plan” shall mean or inelude: 

(1) Any general or specific requirement for the establishment or 
maintenance of records —“ systems of accounts and systems of 
classification) which are to be used or be available for use in the collection 
of information. 

(2) Any requirement or instruction affecting the content, preparation, 
return, or use of a plan or report form. 

(3) Any contract or agreement which will result in the collection of 
information on identical items by or for the contractor from ten or more 
respondents. 

f. The term “requirement” shall be deemed to include a recommendation, 
order, regulation, or other directive, but shall not apply to a general directive 
(in an order or regulation) which imposes a general duty to maintain such 
records or submit such reports as may thereafter or otherwise be specifically 
prescribed by appropriate authority. Such general directives shall, however, 
state that specific recording or reporting requirements subsequently pre- 
scribed will be “subject to the approval of the Bureau of the Budget pursuant 
to the Federal Reports Act of 1942." 

g. The term “information” shall mean facts or opinions obtained or made 
available by the use of a plan or report form. 

h. *Clearance" of a plan or report form shall mean and include (1) a 
determination that the information to be sought or provided thereby is 
reasonably needed by the Federal agency concerned, in the proper perform- 
ance of its functions or otherwise, and (2) authorization to use the plan or 
report form in the collection or recording of such information in the manner 
proposed, or on such other conditions as the Assistant Director may pre- 
scribe, with an approval number, notation, or other appropriate device 
inscribed or endorsed thereon to indicate clearance, as herein prescribed. 
Such clearance shall constitute a declaration by the Director, in accordance 
with section 5 of the Act, that he does not disapprove the collection of 
information in the manner proposed. A withholding of clearance shall 
constitute among other things a determination in pursuance of section 3 (d) 
of the Act that the collection of information in the manner proposed is 
unnecessary. 

i. The term “‘person’”’ shall mean any individual, partnership, association, 
corporation, business trust, or legal representative, any organized group of 
persons, any State or territorial government or branch thereof, any political 
subdivision of any State or territory, or any branch of any such political 
subdivision. 

j. The term “respondent” shall mean any person or any agency or employee 
or instrumentality of the Federal Government, from which information is 
obtained or requested on a plan or report form. The term applies irrespec- 
tive of whether the individual or organization is located within or outside 
the United States. 

k. Any plan or report form shall be deemed to be “used” by an agency 
when its use is wholly or partly sponsored, controlled, or contracted for by 
the agency. Among the types of sponsorship which are covered are situa- 
tions in which the plan or report form is developed or put into use at the 
request of, order of, by virtue of a research grant from, or under contract 
with, a Federal agency. A Federal agency shall be regarded equally as 
sponsor with regard to work done by contractors and with regard to work 
done by subcontractors. 

l, “Unnecessary duplication" shall be deemed to exist in the collection 
of information if the duplicating activities involve either identical information 
or information adequately similar for satisfactory use. 

Clearance requirements. 

a. General requirements of clearance. No plan or report form (as herein 
limited or described) shall be used or prescribed by a Federal agency in the 
collection or recording of information without first obtaining clearance thereof 
from the Assistant Director and inscribing or endorsing thereon, to indicate 
such clearance, an approval number, notation, or other appropriate device, 
as herein prescribed. Sections 3, 4, 5 and 6 of this Circular shall apply 
only to (1) plans and report forms which require o1 call for information of an 
identical nature (or the recording thereof) from ten or more persons other 








vili cessit oiu c s A gh SEES NG eS cra 


3 eie oe 


an Estas Aic pd ar D p CES eit sd 


— aa ches. 






"ng 








PAPERWORK MANAGEMENT AND PRINTING FACILITIES 89 


than Federal employees considered as such, and (2) report forms which call 
for information of an identical nature from agencies, employees, or instru- 
mentalities of the Federal Government, which is to be used for statistical 
compilations of general publie interest, including compilations showing the 
status or implementation of Federal activities and programs. 

b. Responsibility of agency sponsoring collections of information. Whenever 
a Federal agency sponsors the use of a plan or report form by research 
grantees, contractors, and other sponsored collectors of information, including 
ae a request for data to be obtained by others, it shall be the agency’s 

uty— 
To inform the sponsored collector of information of the requirements 
of this Circular; 
(2) To insure that the submittal required by section 4a of this Circular 
is made; and 
(3) To insure that the plan or report form is not used without clear- 
ance. 

c. Evidence of clearance for report forms. Clearance of a report form shall 
be evidenced or indicated by printing or inseribing on each copy so used, in 
the upper right-hand corner of the first page, an approval number assigned 
to it by the Assistant Director, in the following manner: 

(1) When no time limit is assigned to the use of the report form, the 
following style shall be employed: 
Form Approved 
Budget Bureau No. 00-R00 
(2) When a time limit is assigned to the use of the report form, the 
following style shall be employed, unless the Assistant Director specifies 
otherwise: 
Budget Bureau No. 00-R00 
Approval Expires (date) 

d. Evidence of clearance for plans. Clearance of plans for use in the 
collection or recording of information shall be evidenced by printing or 
insceribing on each plan so used one of the following endorsements or such 
other device as may be required by the Assistant Director: 

(1) “The * * * (record-keeping, reporting, or other requirements) of 
this * * * (regulation or the like) have been approved by the Bureau 
of the Budget in accordance with the Federal Reports Act of 1942." 

(2) “This * * * (record-keeping, reporting, or other requirement) 
has been approved by the Bureau of the Budget in accordance with the 
Federal Reports Act of 1942." 

e. Termination of clearance and use. No plan or report form subject to 
section 3a shall be used after its expiration date without resubmittal and 
further clearance prior thereto. Moreover, clearance of any plan or report 
form subject to section 3a may be withdrawn by the Assistant Director, in 
which event the use of the plan or report form shall be discontinued at that 
time. 


. Request for clearance for new plans and report forms. 


a. Submittal for clearance. In order to obtain review and clearance, the 
agency shall submit two copies of the plan or report form io the Assistant 
Director in time to allow for adequate review and the adoption of any 
necessary alterations (including coordination or integration with other 
plans and report forms) without delaying the operating program to which 
the plan or report form relates. Such submittal shall be accompanied by 
Standard Form No. 83, appropriately filled out, and such other data as the 
Assistant Director shall require. Ordinarily, the submittal will not need 
to be accompanied by a letter, as Standard Form No. 83 is itself a request 
for clearance. A copy of Standard Form No. 83 is attached to this Circular, 
and a supply of this form for agency use may be purchased from the Gov- 
ernment Printing Office. 

b. Other material to be submitted. In addition to the foregoing, there shall 
be submitted for examination or clearance such other material pertaining to 
the collection, processing, tabulation, analysis, or publication of information 
as may from time to time be required by the Assistant Director. 

c. Consideration of practical utility. To minimize the reporting burden on 
respondents, especially individuals and small business enterprises, and to 
improve governmental efficiency, each Federal agency shall consider and 
determine, in connection with each plan or report form submitted, whether 
the proposed plan or report form exceeds the limits of reasonable need or 
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practical utility, either with respect to number of respondents, frequency of 
collection, number and difficulty of the items, or otherwise, and whether all 
of the items of information to be furnished or recorded are essential to the 
central purpose of such plan or report form. Clearance of plans and report 
forms submitted will be withheld whenever it appears to the Assistant 
Director that this requirement has not been met, 

5. Request for clearance for revised plans and report forms. Before a material 
revision or change shall be made in a plan or report form for which clearance is 
required, or in the use thereof, further clearance shall be obtained from the Bureau 
of the Budget in the manner prescribed in this Circular, by submitting pertinent 
data or explanation in relation thereto on Standard Form No, 83. A material 
revision or change in a plan or report form or the use thereof, necessitating further 
clearance, shall mean or include any significant revision in (1) the kind or amount 
of information sought, (2) the number or identity of respondents, or (3) the time 
or frequency of reporting. It shall also include a transfer of the duty or function 
of collecting, processing, or tabulating the information, either into, or out of, or 
within a Federal agency. 

6. Request for extension of clearance. If use of a plan or report form beyond a 
scheduled expiration date is desired, without material revision or change, the 
request for an extension of clearance shall be made on Standard Form No. 83, or 
by letter, or as otherwise determined by the Assistant Director. 

7. Use of exempt forms. 

a. Granting of exemptions. Exemption from clearance may be granted by 


the Assistant Director with respect to affidavits, oaths, certifications, and’ 


other plans and report forms which do not call for information of substantial 
volume or importance. 

b. Advisory review. Any form or reporting requirement for which clear- 
ance is not required by this Circular may be submitted to the Assistant 
Director for advisory review and, when desired, assignment of an approval 
number or other clearance device, as described in section 3, in order to 
facilitate the use thereof. This provision refers to: 

(1) Plans and report forms used by an agency that is not subject to 
this Circular, and those which are used in the collection (or recording) 
of information from fewer than ten persons or in other circumstances not 
covered by section 3a. 


(2) Forms and reporting requirements other than those herein defined’ 


as report forms and plans. 

c. Notation on exempt forms. In order otherwise to facilitate compliance 
with forms and reporting requirements for which clearance is not required 
by this Circular and has not been obtained under the preceding paragraph, 
or with respect to which exemption may have been granted by the Assistant 
Director, and otherwise to minimize uncertainty and misunderstanding in 
connection with the use thereof, the following notation may be used thereon 
by the agency concerned, preferably in the upper right-hand corner of the 
first page, saying “Approval of Budget Bureau not required". 

d. Termination of ezemption.. The use of the foregoing notation shall be 
discontinued, and an approval number or other appropriate clearance device 
Shall be required in its place, whenever it shall be determined by the Assistant 
Director (in the absence of an authoritative ruling to the contrary) that the 
plan, report form, or other request for data is within the purview of section 3a 
of this Circular. 

8. Deviation from terms of clearance. No deviation shall be made in the use of 
any = or report form, or any clearance device, from the terms and conditions 
on which clearance shall have been granted hereunder. 

9. Notice of discontinuance: Whenever the use of a plan or report form to which 
an approval number has been assigned is discontinued, except by expiration of a 
time limit fixed in pursuance of section 3c, the Assistant Director shall be notified 
by the responsible agency. 

10. Records and reports. Each Federal agency shall afford the Assistant Direc- 
tor access to its records concerning the status and use of each plan or report form, 
and shall make such improvements in the records and such reports therefrom as 
the Assistant Director l] prescribe. 

ll. Ezercise of authority. 

&. Delegation of Director's authority. The authority eonferred by the Act 
on the Director may be exercised by the Assistant Director to the extent 
necessary or appropriate for the performance of any function or duty pre- 
scribed by this Circular. 
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b. Determination of scope. 'The determination of the Assistant Director 
as to whether any plan, report form, activity, or other matter is within the 
scope of the Act or this Circular shall be controlling. 

' e. Waivers. Any provision of this Circular may be waived in writing by 
the Assistant Director. 

12. Relation to existing authority. This Circular shall not be deemed to limit 
or preclude exercise of the authority vested in the Bureau of the Budget by Execu- 
tive Order 8248, Executive Order 10033, Executive Order 10253, or otherwise, to 
plan and promote the improvement, development, and coordination of Federal 
and other statistical services. The provisions of Budget Circular No. A—2 shall 
not apply to the collection, processiug, analysis, or publication of information as 
herein defined. 

FREDERICK J. LawToN, Director. 
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APPENDIX B 


[PuvsBuic Law 754—81sT CowanEss] 
[CHAPTER 849—2p SEssroN] 
(S. 3959] 


AN ACT To amend the Federal Property and Administrative Services Act of 
1949, and for other purposes. 


"TITLE V—FEDERAL RECORDS 
"SHORT TITLE 
“Sec. 501. This title may be cited as the ‘Federal Records Act of 1950’. 
“CUSTODY AND CONTROL OF PROPERTY 


“Sec. 502. The Administrator shall have immediate custody and control of the 
National Archives Building and its contents, and shall have authority to design, 
construct, purchase, lease, maintain, operate, protect, and improve buildings used 
bp him for the storage of records of Federal agencies in the District of Columbia 
and elsewhere, 


“NATIONAL HISTORICAL PUBLICATIONS COMMISSION 


“Sec. 503. (a) There is hereby created a National Historical Publications Com- 
mission consisting of the Archivist (or an alternate designated by him), who shall 
be Chairman; the Librarian of Congress (or an alternate designated by him); one 
Member of the United States Senate to be appointed, for a term of four years, by 
the President of the Senate; one Member of the House of Representatives to be 
appointed, for a term of two years, by the Speaker of the House of Representa- 
tives; one representative of the judicial branch of the Government to be appointed, 
for a term of four years, by the Chief Justice of the United States; one representa- 
tive of the Department of State to be appointed, for a term of four years, by the 
Secretary of State; one representative of the Department of Defense to be ap- 
pointed, for a term of four years, by the Secretary of Defense; two members of 
the American Historical Association to be appointed by the council of the said 
association, one of whom shall serve an initial term of two years and the other an 
initial term of three years, but their successors shall be appointed for terms of 
four years; and two other members outstanding in the fields of the social or physi- 
cal sciences to be appointed by the President of the United States, one of whom 
shall serve an initial term of one year and the other an initial term of three years, 
but their successors shall be appointed for terms of four years. The Commission 
shall meet annually and on call of the Chairman. 

“(b) Any person appointed to fill a vacancy in the membership of the Com- 
mission shall be appointed only for the unexpired terms of the member whom he 
shall succeed, ed is appointment shall be made in the same manner in which 
the appointment of his predecessor was made. 

*(e) The Commission is authorized to appoint, without reference to the 
Classification Act of 1949 (Publie Law 429, 81st Congress, approved October 28, 
1949), an executive director and such editorial and clerical staff as the Commission 
may determine to be necessary. Members of the Commission who represent any 
branch or ageney of the Government shall serve as members of the Commission 
without additional compensation. All members of the Commission shall be reim- 
bursed for transportation expenses incurred in attending meetings of the Com- 
mission, and all such members other than those who represent any branch or 
agency of the Government of the United States shall receive in lieu of subsistence 
en route to or from or at the place of such service, for each day actually spent in 
connection with the performance of their duties as members of such Commission, 
such sum, not to exceed $25, as the Commission shall prescribe. 
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*(d) The Commission shall make phus. estimates, and recommendations for 
such historical works and collections of sources as it deems appropriate for printing 
or otherwise recording at the public expense. ‘The Commission shall also cooper- 
ate with and encourage appropriate Federal, State, and local agencies and non- 
governmental institutions, societies, and individuals in collecting and preserving 
and, when it deems such action to be desirable, in editing and publishing the papers 
of outstanding citizens of the United States and such other documents as may be 
important for an understanding and appreciation of the history of the United 
States. The Chairman of the Commission shall transmit to the Administrator 
from time to time, and at least once annually, such plans, estimates, and recom- 
mendations as have been approved by the Commission. 


"FEDERAL RECORDS COUNCIL 


"Sgc. 504. The Administrator shall establish a Federal Records Council, and 
Shall advise and consult with the Council with a view to obtaining its advice and 
assistance in carrying out the purposes of this title. The Council shall include 
representatives of the legislative, judicial, and executive branches of the Govern- 
ment in such number as the Administrator shall determine, but such Council shall 
include at least four representatives of the legislative branch, at least two repre- 
sentatives of the judicial branch, and at least six representatives of the executive 
branch. Members of the Council representing the legislative branch shall be 
designated, in equal number, by the President of the Senate and the Speaker of 
the House of Representatives, respectively. Members of the Council representing 
the judicial branch shall be designated by the Chief Justice of the United States. 
The Administrator is authorized to designate from persons named by the head of 
any executive agency concerned, not more than one representative from such 
agency to serve as a member of the Council. Members of the Council shall 
serve without compensation, but shall be reimbursed for all necessary expenses 
actually incurred in the performance of their duties as members of the Council. 
The Council shall elect a chairman from among its own membership, and shall 
meet at least once annually. 


"RECORDS MANAGEMENT; THE ADMINISTRATOR 


“Sec, 505. (a) The Administrator shall make provisions for the economical 
and efficient management of records of Federal agencies (1) by analyzing, develop- 
ing, promoting, and coordinating standards, procedures, and techniques designed 
to improve the management of records, to insure the maintenance and security 
of records deemed appropriate for preservation, and to facilitate the segregation 
and disposal of records of temporary value, and (2) by promoting the efficient 
and economical utilization of space, — and supplies needed for the pur- 
pose of creating maintaining, storing, and servicing records. 

*(b) The Administrator shall establish standards for the selective retention of 
rec of ME value, and assist Federal agencies in applying such stand- 
ards to records in their custody; and he shall notify the head of any Federal 

ney of any actual, impending, or threatened unlawful removal, defaci 

teration, or destruction of records in the custody of such agency that s 
come to his attention, and assist the head of such agency in initiating action 
through the Attorney General for the recovery of such records as shall have been 
— * removed and for such other redress as may be provided by law. 

"(e) The Administrator is authorized to inspect or survey personally or b 

deputy the records of any Federal agency, as well as to make surveys of reco: 
—— and records disposal practices in such agencies, and shall be given 
the full cooperation of officials and employees of agencies in such inspections and 
surveys: Provided, That records, the use of which is restricted by or pursuant 
to law or for reasons of national security or the public interest, shall be inspected 
or surveyed in accordance with regulations promulgated by the Administrator, 
subject to the approval of the head of the custodial agency. 
a 4 The Administrator is authorized to establish, maintain, and operate 
records centers for the storage, proci, and servicing of records for Federal 
agencies pending their deposit with the National Archives of the United States 
or their tion in any other manner authorized by law; and to establish, 
maintain, and operate centralized microfilming services for Federal agencies. 

*(e) Subject to applicable provisions of law, the Administrator shall promul- 
gate ons governing the transfer of records from the custody of one execu- 
tive agency to that of another, 
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*(f) The Administrator may empower any Federal agency, upon the sub- 
mission of evidence of n therefor, to retain records for a longer period than that 
specified in disposal schedules approved by Congress, and, in accordance with 
regulations promulgated by him, may withdraw disposal authorizations covering 
records listed in disposal schedules approved by Congress. 


“RECORDS MANAGEMENT; AGENCY HEADS 


“Sec. 506. (a) The head of each Federal agency shall cause to be made and 
preserved records containing adequate and proper documentation of the organiza- 
tion, functions, policies, decisions, procedures, and essential transactions of the 
agency and designed to furnish the information necessary to protect the legal and 
financial rights of the Government and of persons directly affected by the agency’s 
activities. 

*(b) The head of each Federal agency shall establish and maintain an active, 
continuing program for the economical and efficient management of the records 
of the agency. Such program shall, among other things, provide for (1) effective 
controls over the creation, maintenance, and use of records in the conduct of cur- 
rent business; (2) cooperation with the Administrator in applying standards, 
procedures, and techniques designed to improve the management of records, 
promote the maintenance and security of records deemed appropriate for preserva- 
tion, and facilitate the segregation and disposal of records of temporary value; 
and (3) compliance with the provisions of this title and the regulations issued 
thereunder. 

“(¢) Whenever the head of a Federal agency determines that substantial 
economies or increased operating efficiency can be effected thereby, he shall pro- 
vide for the storage, processing, and servicing of records that are appropriate there- 
for in a records center maintained and operated by the Administrator or, when 
approved by the Administrator, in such a center maintained and operated by the 
head of such Federal agency. 

“(d) Any official of the Government who is authorized to certify to facts on the 
basis of records in his custody, is hereby authorized to certify to facts on the 
basis of records that have been transferred by him or his predecessors to the 
Administrator. 

*(e) The head of each Federal agency shall establish such safeguards against 
the removal or loss of records as he shall determine to be necessary and as may 
be required by regulations of the Administrator. Such safeguards shall include 
máking it known to all officials and employees of the agency (1) that no records 
in the custody of the agency are to be alienated or destroyed except in accordance 
with the provisions of the Act approved July 7, 1943 (57 Stat. 380-383), as 
amended July 6, 1945 (59 Stat. 434), and (2) the penalties provided by law for 
the unlawful removal or destruction of records. 

“(f) The head of each Federal agency shall notify the Administrator of any 
actual, impending, or threatened unlawful removal, defacing, alteration, or 
destruction of records in the custody of the agency of which he is the head that 
shall come to his attention, and with the assistance of the Administrator shall 
initiate action through the Attorney General for the recovery of records he 
knows or has reason to believe have been unlawfully removed from his agency, 
or from any other Federal agency whose records have been transferred to his 
legal custody. 

"(g) Nothing in this title shall be construed as limiting the authority of the 
Comptroller General of the United States with respect to prescribing accountin 
systems, forms, and procedures, or lessening the responsibility of collecting and 
disbursing officers for rendition of their accounts for settlement by the General 
Accounting Office. 

“ARCHIVAL ADMINISTRATION 


“Sec. 507. (a) The Administrator, whenever it appears to him to be in the 
public interest, is hereby authorized— 

(1) to accept for deposit with the National Archives of the United States 
the records of any Federal agency or of the Congress of the United States that 
are determined by the Archivist to have sufficient historical or other value 
to warrant their continued preservation by the United States Government; 

“(2) to direct and effect, with the approval of the head of the originating 
agency (or if the existence of such — Shall have been terminated, then 
with the approval of his successor in funetion, if any), the transfer of records 

deposited (or approved for deposit) with the National Archives of the United 
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States to public or educational institutions or associations: Provided, That 
the title to such records shall remain vested in the United States unless 
otherwise authorized by Congress; and 

(3) to direct and effect the transfer of materials from private sources 
authorized to be received by the Administrator by the provisions of sub- 
section (e) of this section. 

“(b) The Administrator shall be responsible for the custody, use, and with- 
drawal of records transferred to him: Provided, That whenever any records 
the use of which is subject to statutory limitations and restrictions are so trans- 
ferred, permissive and restrictive statutory provisions with respect to the examina- 
tion and use of such records applicable to the head of the agency from which the 
records were transferred or to employees of that agency shall thereafter likewise 
be applicable to the Administrator, the Archivist, and to the employees of the 
General Services Administration, respectively: Provided further, That whenever 
the head of any agency shall specify in writing restrictions that appear to him 
to be necessary or desirable in the public interest, on the use or examination of 
records being considered for transfer from his custody to the Administrator, the 
Administrator shall impose such restrictions on the records so transferred, and 
shall not remove or relax such restrictions without the concurrence in writing of 
the head of the agency from which the material shall have been transferred (or 
if the existence of such agency shall have been terminated, then he shall not 
remove or relax such restrictions without the concurrence of the successor in 
function, if any, of such agency head): Provided, however, That statutory and 
other restrictions referred to in the provisos of this subsection shall not remain 
in force or effect after the records have been in existence for fifty years unless 
the Administrator bv order shall determine with respect to specific bodies of 
records that such restrictions shall remain in force and effect for a longer period: 
And provided further, 'That restrictions on the use or examination of records de- 
posited with the National Archives of the United States heretofore imposed and 
now in force and effect under the terms of section 3 of the National Archives Act, 
approved June 19, 1934, shall continue in force and effect regardless of the expira- 
tion of the tenure of office of the official who imposed them but may be removed 
or relaxed by the Administrator with the concurrence in writing of the head of 
the agency from which material has been transferred (or if the existence of such 
agency shall have been terminated, then with the concurrence in writing of his 
successor in function, if any). 

*(e) 'The Administrator shall make provisions for the preservation, arrange- 
ment, repair and rehabilitation, duplication and reproduction (including microcopy 
publications), description, and exhibition of records transferred to him as may be 
needful or appropriate, including the preparation and publication of inventories, 
indexes, catalogs, and other finding aids or guides facilitating their use; and, when 
approved by the National Historical Publications Commission, he may also publish 
such historical works and collections of sources as seem appropriate for printing or 
otherwise recording at the public expense. 

"(d) The Administrator shall make such provisions and maintain such facilities 
as he deems necessary or desirable for servicing records in his custody that are not 
exempt from examination by statutory provisions or other restrictions. 

(e The Administrator may accept for deposit— 

“‘(1) the personal papers and other personal historical documentary 
materials of the present President of the United States, his successors, heads 
of executive departments, and such other officials of the Government as the 
President may designate, offered for deposit under restrictions respecting 
their use specified in writing by the prospective depositors: Provided, That 
restrictions so specified on such materials, or any portions thereof, accepted 
by the Administrator for such deposit shall have force and effect during the 
lifetime of the depositor or for a period not to exceed twenty-five years, 
whichever is longer, unless sooner terminated in writing by the depositor or 
his legal heirs: And provided further, That the Archivist determines that the 
materials accepted for such deposit will have continuing historical or other 
values; 

*(2) motion-picture films, still pictures, and sound recordings from private 
sources that are appropriate for preservation by the Government as evidence 
of its organization, functions, policies, decisions, procedures, and transactions. 

Title to materials so deposited under this subsection shall pass to and vest in the 
United States. 

*(f) The Administrator is hereby authorized to make and preserve motion- 

picture films, still pictures, and sound recordings pertaining to and illustrative of 
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the historical development of the United States Government and its activities, 
and to make provisions for preparing, editing titling, scoring, processing, dupli- 
cating, reproducing exhibiting, and releasing for nonprofit educational purposes, 
motion-picture films, still pictures, and sound recordings in his custody. 


“REPORTS 


“Sec. 508. (e) The Administrator is hereby authorized whenever he deems 
it necessary, to obtain reports from Federal agencies on their activities under the 
provisions of this title and the Act approved July 7, 1943 (57 Stat, 380-383), as 
amended July 6, 1945 (59 Stat. 434). 

“(b) The Administrator shall, whenever he finds that any provisions of this 
title have been or are being violated, inform in writing the head of the agency 
concerned of such violations and make recommendations regarding means of 
correcting them. Unless corrective measures satisfactory to the Administrator 
are inaugurated within a reasonable time, the Administrator shall submit a 
written report thereon to the President and the Congress. 


“LEGAL STATUS OF REPRODUCTIONS 


“Sec, 509. (a) Whenever any records that are required by statute to be re- 
tained indefinitely have been reproduced by photographic, micr ophotographic, or 
other processes, in accordance with standards established by the Administrator, 
the indefinite retention of such photographic, microphotographic or other repro- 
ductions will be deemed to constitute compliance with the statutory requirement 
for the indefinite retention of such dida! sete. Such reproductions, as well 
as reproductions made in compliance with regulations promulgated to carry out 
‘this title, shall have the same legal status as the originals thereof. 

* (b) There shall be an official seal for the National Archives of the United States 
which shall be judicially noticed. When any copy or reproduction, furnished 
under the terms hereof, is authenticated by such official seal and certified by the 
Administrator, such copy or reproduction shall be admitted in evidence equally 
with the original from which it was made. 

*(e) The Administrator may charge a fee not in excess of 10 per certum above 
the costs or expenses for making or authenticating copies or reproductions of 
materials transferred to his eustody. All such fees shall be paid into, administered, 
and expended as a part of the National Archives Trust Fund provided for in section 
5 of the Act approved July 9, 1941. "There shall be no charge for making or 
authenticating copies or reproductions of such materials for official use by the 
United States Government: Provided, That reimbursement may be accepted to 
cover the cost of furnishing such copies or reproductions that could not Sres 
be furnished. 

“LIMITATION ON LIABILITY 


“Sec. 510. With respect to letters and other intellectual productions (exclusive 
of material copyrighted or patented) after they come into the custody or possession 
of the Administrator, ide the United States nor its agents shall be liable for 
any infringement of literary property rights or analogous rights arising thereafter 
out of use of such materials for display, inspection, research, reproduction, or other 


purposes. 
“DEFINITIONS 


"Sgc. 511. When used in this title— 

(a) The term ‘records’ shall have the meaning given to such term by section 1 
of the Act entitled ‘An Act to provide for the disposal of certain records of the 
United States Government', approved July 7, 1943 (57 Stat. 380, as amended; 
44 U. S. C. 366); 

“(b) The term ‘records center’ means an establishment maintained by the 
Administrator or by a Federal agency primarily for the storage, servicing, security, 
and processing of records that must be preserved for varying periods of time and 
need not be retained in office equipment and space; 

*(e) The term ‘servicing’ means making available for use information in 
records and other materials in the custody of the Administrator— 

“(1) by furnishing such records or other materials, or information from 
such records or other materials, or copies or reproductions thereof to agencies 
of the Government for official use and to the public; and 
_ “(2) by making and furnishing authenticated or unauthenticated copies or 
reproductions of such records and other materials; 
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“(d) The term ‘National Archives of the United States’ means those official 
records that have been determined by the Archivist to have sufficient historical 
or other value to warrant their continued preservation by the United States 
Government, and have been accepted by the Administrator for deposit in his 


tody: 

“(e Vihe term ‘unauthenticated copies’ means exact copies or reproductions of 
recor os other materials that are not certified as such under seal and that need 
not be legally accepted as evidence; and 

“(f) The term ‘Archivist’ means the Archivist of the United States.” 

Sec. 7. The Federal Property and Administrative Services Act of 1949 is 
further amended by— 

(a) —— out the word ‘‘and” preceding “(2)” in subsection (d) of 
section 3 thereof; substituting a semicolon for the period at the end of said 
subsection; and adding at the end of such subsection the following: “and 
(3) records of the Federal Government.’ 

(b) striking out, in section 208 (a) ihereof, the expression “and V”, and 
inserting in lieu thereof the expression “V, and YE: 

(c) striking out, in section 208 (b) thereof, the expression “and V”, and 
inserting in liéu thereof the expression “V, and VI”; 

(d) striking out the word ‘‘and” at the end of paragraph (30) of section 
602 (a); striking out the period at the end of paragraph (31) of section 602 
(a) and inserting in lieu thereof a semicolon; and adding at the end of section 

602 (a) the following new paragraphs: 

*(32) the Act entitled ‘An Act to establish a National Archives of the 
United States Government, and for other purposes’, approved June 19, 1934 
(48 Stat. 1122-1124, as amended; 44 U. S. C. 300, 300a, 300c-k); and 

*(33) section 4 of the Act of February 3, 1905 (33 Stat. 687, as amended; 
5 U. 8. C. 77).” 

(e) amending subsection 602 (b) and (c) thereof to read as follows: 

*(b) There are hereby superseded— 

*(1) the provisions of the first, third, and fifth paragraphs of section 1 of 
Executive Order Numbered 6166 of June 10, 1933, insofar as they relate to 
any function now administered by the Bureau of Federal Supply except 
functions with respect to standard contract forms; and 

*(2) sections 2 and 4 of the Act entitled ‘An Act to provide for the disposal 
of certain records of the United States Government’, approved July 7, 1943 
(57 Stat. 381, as amended; 44 U. 8. C. 367 and 369), to the extent that the 
provisions thereof are inconsistent with the provisions of title V of this Act. 

*(e) The authority conferred by this Act shall be in addition and paramount 
to any authority conferred by any other law and shall not be subject to the 
provisions of any law inconsistent herewith, except that sections 205 (b) and 206 
(c) of this Act shall not be applicable to any Government corporation or agency 
which is subject to the Government Corporation Control Act (59 Stat. 597; 31 
U. 8. C. 841).” 

(f) amending paragraphs (17), (18), and (19) of section 602 (d) thereof to 
read as follows: 

*(17) the Central Intelligence Agency; 

*(18) the Joint Committee on Printing, under the Act entitled ‘An Act 
providing for the public printing and binding and the distribution of public 
documents’ approved January 12, 1895 (28 Stat. 601), as amended or any 
other Act; or 

**(19) for such period of time as the President may specify, any other 
authority of any executive agency which the President determines within 
one year after the effective date of this Act should, in the public interest, 
stand unimpaired by this Act.” 

(g) striking out the period at the end of section 603 (a) thereof and inserting 
in lieu thereof a comma and the following: “including payment in advance, 
when authorized by the Administrator, for library memberships in societies 
whose pmo emyer are available to members only, or to members at a price 
lower than that charged to the general public." 

Sec. 8. (a) Subsection 3 (b) of the Federal Property and Administrative Serv- 
ices Act of 1949 is amended to read as follows: 

“(b) The term ‘Federal agency’ means any executive agency or any establish- 
ment in the legislative or judicial branch of the Government (except the Senate, 
the House of Representatives, and the Architect of the Capitol and any activities 
under his direction)." 
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(b) Section 201 (b) of the Federal Property and Administrative Services Act 
of 1949 is amended by striking out the expression “or the Senate, or the House of 
Representatives,’’. 

€) Section 602 of the Federal Property and Administrative Services Act of 
1949 is amended by redesignating subsection (e) thereof as subsection (f), and 
inserting, immediately after subsection (d) thereof, the following new subsection: 

“(e) No provision of this Act, as amended, shall apply to the Senate or the 
House of Representatives (including the Architect of the Capitol and any building, 
activity, or function under his direction), but any of the services and facilities 
authorized by this Act to be rendered or furnished shall, as far as practicable, be 
made available to the Senate, the House of Representatives, or the Architect of 
the Capitol, upon their request, and, if payment would be required for the rendition 
or furnishing of a similar service or facility to an executive agency, payment there- 
for shall be made by the recipient thereof, upon presentation of proper vouchers, 
in advance or by reimbursement (as may be agreed upon by the Administrator 
and the officer or body making such request). Such payment may be credited 
to the applicable appropriation of the executive agency receiving such payment.” 

Sec. 9. The Federal Property and Administrative Services Act of 1949, section 
205 (h), is hereby amended by striking out the last word of the sentence ‘‘title’’ 
and inserting in lieu thereof the word “Act”, 

Sec. 10. (a) Whenever any contract made on behalf of the Government by 
the head of any Federal Agency, or by officers authorized by hiin so to do, includes 
a provision for liquidated damages for delay, the Comptroller General upon 
recommendation of such head is authorized and — to remit the whole or 
any part of such damages as in his discretion may be just and equitable. 

(b) Section 306 of the Federal Property and Administrative Services Act of 
1949, is hereby repealed, and this section shall be effective as of July 1, 1949. 

Sec. 11. All laws or parts of laws in conflict with the provisions of this Act 
or with any amendment made thereby are, to the extent of such conflict, hereby 
repealed. 

Approved September 5, 1950. 
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[PuBLiC Law 831—77TH CONGRESS] 
[CuaAPrrER 811—2p SkssroN] 
[S. 1666] 


AN ACT To coordinate Federal reporting services, to eliminate duplication and 
reduce the cost of such services, and to minimize the burdens of furnishing 
information to Federal agencies. 


Be it enacted by the Senate and House of Representatives of the United States of 
America in Congress assembled, That this Act may be cited as the ‘Federal 
Reports Act of 1942". 

EC. 2. It is hereby declared to be the policy of the Congress that information, 
which may be needed by the various Federal agencies should be obtained with a 
minimum burden upon business enterprises (especially small business enterprises) 
&nd other persons required to furnish such information, and at à minimum cost 
to the Government, that all unnecessary duplication of efforts in obtaining such 
information through the use of reports, questionnaires, and other sueh methods 
should be eliminated as rapidly as practicable; and that information collected and 
tabulated by any Federal agency should insofar as is expedient be tabulated in 
a manner to maximize the usefulness of the information to other Federal agencies 
and the public. 

SEc. 3. (a) With a view to carrying out the policy of this Act, the Director of 
the Bureau of the Budget (hereinafter referred to as the “‘Director’’) is directed 
from time to time (1) to investigate the needs of the various Federal agencies for 
information from business enterprises, from other persons, and from other Federal 
agencies; (2) to investigate the methods used by such agencies in obtaining such 
information; and (3) to coordinate as rapidly as possible the information-collecting 
services of all such agencies with a view to reducing the cost to the Government 
of obtaining such information and minimizing the burden upon business enterprises 
and other persons, and utilizing, as far as practicable, the continuing organization, 
files of information and existing facilities of the established Federal departments, 
and independent agencies. 

(b) If, after any such investigation, the Director is of the opinion that the 
needs of two or more Federal agencies for information from business enterprises 
and other persons will be adequately served by a single collecting agency, he shall 
fix a time and place for a hearing at which the agencies concerned and any other 
interested persons shall have an opportunity to present their views. After such 
hearing, the Director may issue an order designating a collecting agency to obtain 
such information for any two or more of the agencies concerned, and prescribing 
(with reference to the collection of such information) the duties and functions of the 
collecting agency so designated and the Federal agencies for which it is to act as 
agent. Any such order may be modified from time to time by the Director as 
circumstances may require, but no such modification shall be made except after 
investigation and hearing as hereinbefore provided. 

(c) While any such order or modified order is in effect, no Federal agency 
covered by such order shall obtain for itself any information which it is the duty 
of the collecting agency designated by such order to obtain. 

(d) Upon the request of any party having a substantial interest, or upon his 
own motion, the Director is authorized within his discretion to make a determina- 
tion as to whether or not the collection of any information by any Federal agency 
is necessary for the proper performance of the functions of such agency or for any 
other proper purpose. Before making any such determination, the Director may, 
within his discretion, give to such agency and to other interested persons an ade- 

uate opportunity to be heard or to submit statements in writing. To the extent, 
if any, that the Director determines the collection of such information by such 
agency is unnecessary, either because it is not needed for the proper performance 
of the functions of such agency or because it can be obtained from another Federal 
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agency or for any other reason, such agency shall not thereafter engage in the 
collection of such information. 

(e) For the purposes of this Act, the Director is authorized to require any 

agency to make available to any other Federal agency any information 
which it has obtained from any person after the date of enactment of this Act, 
and all such agencies are directed to cooperate to the fullest practicable extent at 
all times in making such information available to other such agencies: Provided, 
That the provisions of this Act shall not apply to the obtaining or releasing of 
information by the Bureau of Internal Revenue, the Comptroller of the Currency, 
the Bureau of the Public Debt, the Bureau of Accounts, and the Division of 
Foreign Funds Control of the Treasury Department: Provided further, That the 
provisions of this Act shall not apply to the obtaining by any Federal bank super- 
visory agency of reports and information from banks as provided or authorized 
by law and in the proper performance of such agency’s functions in its super- 
visory capacity. 

Sec. 4. (a) In the event that any information obtained in confidence by a 
Federal agency is released by that agency to another Federal agency, all the 
provisions of law (including penalties) which relate to the unlawful disclosure of 
any such information shall apply to the officers and employees of the agency to 
which such information is released to the same extent and in the same manner as 
such provisions apply to the officers and employees of the agency which (— 
obtained such information; and the officers and employees of the agency to whic 
the information is released shall in addition be subject to the same provisions of 
law (including penalties) relating to the unlawful disclosure of such information 
as if the information had been collected directly by such agency. 

(b) Information obtained by a Federal agency from any person or persons may, 

ursuant to this Act, be released to any other Federal ageney only if (1) the 
information shall be released in the form of statistical totals or summaries; or 
(2) the information as supplied by persons to a Federal agency shall not, at the 
time of collection, have been declared by that agency or by any superior authority 
to be confidential; or (3) the persons supplying the information shall consent to 
the release of it to a second agency by the agency to which the information was 
originally supplied; or (4) the Federal agency to which another Federal agency shall 
release the information has authority to collect the information itself and such 
authority is supported by legal provision for criminal penalties against persons 
failing to suppl such information, 

Sec. 5. No Federal agency shall conduct or sponsor the collection of informa- 
tion, upon identical items, from ten or more persons (other than Federal em- 
ployees considered as such) unless, in advance of adoption or revision of any 
plans or forms to be used in such collection, 

(a) The agency shall have submitted to the Director such plans or forms, 
together with copies of such pertinent regulations and other related materials as 
the Director shall specify ; and 

(b) The Director shall have stated that he does not disapprove the proposed 
collection of information. 

Sec. 6. The Director is authorized to make such rules and regulations as may 
be necessary to carry out the provisions of this Act. 

Sec. 7. As used in this Act— 

(a) The term “Federal agency” means any executive department, commission, 
independent establishment, corporation owned or controlled by the United States, 
board, bureau, division, service, office, authority, or administration in the execu- 
tive branch of the Government; but such terms shall not include the General 
Accounting Office nor the governments of the District of Columbia and of the 
Territories and possessions of the United States, and the various subdivisions of 
such governments. 

(b) The term “person” means any individual, partnership, association, corpo- 
ration, business trust, or legal representative, any organized group of persons, 
any State or Territo:ial government or branch thereof, or any political subdivision 
of any State or Territory or any branch of any such political subdivision. 

(c) The term “information” means facts obtained or solicited by the use of 
written report forms, application forms, schedules, questionnaires, or other 
similar methods calling either (1) for answers to identical questions from ten or 
more persons other than agencies, instrumentalities, or employees of the United 
States or (2) for answers to questions from agencies, instrumentalities, or em- 
ployees of the United States which are to be used for statistical compilations of 
general public interest. 
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Sec. 8. Any person failing to furnish information required by any such agency 
shall be subject to such penalties as are specifically prescribed by law, and no 
other penalty shall be imposed either by way of fine or imprisonment or by the 
withdrawal or denial of any right, privilege, priority, allotment, or immunity, 
except when the right, privilege, priority, allotment, or immunity, is hend: 
conditioned on facts which would be revealed by the information requested. 

Sec. 9. There are hereby authorized to be appropriated annually, out of any 
money in the Treasury not otherwise appropriated, such sums as may be necessary 
to carry out the provisions of this Act. 

Approved, December 24, 1942. 
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UNITED STATES GOVERNMENT STANDARD FORMS APPROVED 


BY THE BUREAU OF THE BUDGET 


STANDARD FORMS INITIATED BY BUREAU OF THE BUDGET 


Title 
Schedule of Obligations 
Memorandum of Call 
Application for Ballot 
Request for Clearance of Forms and Reports 
Report of Medical Examination 
Report of Medical History 
Health Qualification Placement Record 
Operators Report of Motor Vehicle Accident 
Investigation Report of Motor Vehicle Accident 
Supervisors Report of Accident (Not for Vehicle Accident) 
Report of Accident other Than Motor Vehicle 
Statement of Witness 
Claim for Damage or Injury 
United States Government Certificate of Release of a Motor Vehicle 
Statement of Appropriations and Expenditures 
Statement of Contract Authorizations 
Statement of Receipts 
Standardized Government Travel Regulations 
Diagnostic Summary 
Narrative Summary 
Autopsy Protocol 
History— Part I 
History—Part IT 
Physical Examination 
Report on/or Continuation of SF # 
Doctor’s Orders 
Doctor’s Progress Notes 
Nurses’ Notes 
Temperature-Pulse-Respiration-Fahrenheit 
Temperature-Pulse-Respiration-Centigrade 
Plotting Chart 
Consultation Sheet 
Laboratory Reports 
Laboratory Reports— Urinalysis 
Laboratory Reports—Hematology 
Laboratory Bou serology 
Laboratory Reports—Blood Chemistry 
Laboratory Reports—Sputum & Gastric Contents 
Laboratory Reports—Gastric Analysis 
Laboratory Reports—Feces 
Laboratory Reports—Spinal Fluid 
Laboratory Reports—Basal Metabolism 
Laboratory Reports—Liver & Biliary Function 
Laboratory Reports—Bacteriology 
Laboratory Reports—Renal Function 


Tissue Examination I 
Operation Report 

Anesthesia 

Blood Transfusion 

Radiographic Reports 
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STANDARD FORMS INITIATED BY BUREAU OF THE BUDGET—continued 


Standard 

Form No. 
519A 
520 
521 
522 


523 
523A 
524 
525 
526 
527 
527A 
528 


529 


530 
531 
532 
533 
534 
535 
536 
537 
538 
539 
600 
601 
602 
603 


Title 

Radiographic Reports 

Electrocardiographic Record 

Dental 

Authorization for Administration of Anesthesia and for Performance of 
Operations and Other Procedures 

Authorization for Post-Mortem Examination 

Disposition of Body 

Roentgen Therapy 

Roentgen Therapy Summary 

Radium Therapy 

Manual Muscie Evaluation 

Joint Motion Measurements 

Muscle and/or Nerve Evaluation— Manual and Electrical—U pper 
Extremity 

Muscle and/or Nerve Evaluation— Manual or Electrical—Trunk—Lower 
Extremity—Face 

Neurological Examination 

Anatomical Figure 

Pneumothorax—Pneumopertoneum 

Prenatal and Pregnancy 

Labor 

Newborn 

Pediatric Nursing Notes 

Pediatrie Graphie Chart 

Pediatric 

Abbreviated Clinical Record 

Chronological Record of Medical Care 

Immunization Record 

Syphilis Record 

Dental 


STANDARD FORMS INITIATED BY GENERAL SERVICES ADMINISTRATION 





Lease 

Telegraphic Message 

Telegraphic Message 

Invitation for Bids (Construction Contracts) 

Bid Form (Construction Contract) 

Instructions to Bidders (Construction Contracts) 

Construction Contract 

General Provisions (Construction Contracts) 

Bid Bond 

Performance Bond 

Payment Bond 

Award (Supply Contract) 

Performance Bond— Corporate Co.—Surety Form 

Payment Bond—Corporate Co.—Surety Form 

Continuation Sheet—Corporate Co.—Surety Bond 

Affidavit of Individual Surety 

Invitation and Bid (Supply Contract) 

Schedule (Supply Contract) 

General Provisions (Supply Contract) 

Invitation, Bid and Award (Supply Contract) 

Annual Bid Bond 

Annual Performance Bond 

Continuation Sheet (Supply Contract) 

Contract for Telephone Service 

Purchase Order—Invoice— Voucher 

Purchase Order—Invoice—Voucher (Sellers Invoice) 

Purchase Order—Invoice—Voucher (Sellers Copy of Invoice) 

oe Order—Invoice—Voucher (Receiving Report, Accounting 
opy) 

Purchase Order—Invoice—Voucher (Memorandum Copy) 

U. S. Government Messenger Envelope 
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STANDARD FORMS INITIATED BY GENERAL SERVICES ADMINISTRATION —continued 


Standard 
Form No. 
81 
82 
82A 
82B 
111 
111A 
114 
114A 


115 
115A 
118 
118A 
118B 
118C 
119 
120 
120A 
121 


123 
125 
125A 
127 
129 
134 
134A 
135 
136 
137 
145 
145A 
146 
147 
148 


Title 
Request for Space 
Annual Motor Vehicle Report 
Annual Motor V. iicle Report—Supp. Tabulation by States 
Motor Vehicle Report—Supplemental Age & Mileage Analysis 
Agency Space Report (D. C. and Adjacent Areas) 
Agency Space Summarization 
Sale of Govt. Property—Invitation, Bid and Acceptance 
Sale of Govt. Property—Invitation, Bid & Acceptance—Continuation 
Sheet 
Request for Authority to Dispose of Records 
Request for Authority to Dispose of Records —Continuation Sheet 
Report of Excess Real Property 
Buildings, Structures, Utilities & Miscl. Facilities 
Land 
Related Personal Property 
Contractors Statement of Contingent or Other Fees 
Report of Excess Personal Property 
Report of Excess Personal Property—Continuation Sheet 
Quarterly Report of Utilization and Disposal of Excess and Surplus 
Per. Property 
Report of Space Use by Building 
Report of Strategic and Critical Materials 
Report of Strategic and Critical Materials—Continuation Sheet 
Request for Official Personnel Folder 
Bidders Mailing List Application 
Records Shelf List 
Records Shelf List (Alternate) 
Transmittal of Government Records 
Annual Statistical Summary of Records Holdings 
Agency Records Center Annual Report 
Order for Telephone Ser vice 
Order for Telephone Service 
Changes in Telephone Listings 
Order—Invoice— Voucher 
Order—Invoice— Voucher—Continuation Sheet 


STANDARD FORMS INITIATED BY CIVIL SERVICE COMMISSION 


Service Record Card 

Service Record Card (Vertical Visible) 

Position Identification Strip 

Veteran Preference Claim 

Request for Certification 

Emergency Registration Card 

U. S. Government Motor Vehicle Operator's Identification Card 

Physical Fitness Inquiry for Motor Vehicle Operators 

Notification of Personnel Action 

Request for Personnel Action 

Request for Release with Reemployment Rights 

Waiver of Life Insurance Coverage 

Designation of Beneficiary—Federal Employees Group Life Ins. Act 
of 1954 

Notice of Conversion Privilege—Federal Employees Group Life Ins. 
Act of 1954 

Agency Certification of Insurance Status 

Application for Federal Employment 

Continuation Sheet for Standard Form 57 

Experience and Qualifications Statement 

Application for Federal Employment (Short Form) 

Appointment. Affidavits 

Civil Officer Appointment Affidavits 

Statement of Reasons for Passing Over a Preference Eligible 

Inquiry Regarding Status and/or Service 

Annual Report—Government Employees Incentive Awards Program 

Application for Leave 
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STANDARD FORMS INITIATED BY CIVIL SERVICE COMMISSION—continued 


Standard 
Form No, Title 


72 Report of Action after Agency Full Field Investigation 

73 Report of Action after CSC or FBI Investigation 

74 Notice of Transmittal of Investigative Reports for Security Determi- 
nation 

75a Guide for Writing Position Description 

77 Quarterly Report of Agency Actions under EO 10450 

78 Certificate of Medical Examination 

78a Medical Appointment and Report 

79 Notice of Security Investigation 

85 Security Investigation Data for Non-Senstive Position 

S6 Security Investigation Data for Sensitive Position 

87 Fingerprint Chart 

105 Certificate of Membership—CSC Retirement System 

112 Request for Medical Examination—CSC Retirement System 

113 Monthly Report of Federal Civilian Employment 

122 Request for Authority to send Recruiters Outside Normal Area 

124 Application for Postmaster or Rural Carrier 

144 Prior Federal Civilian and Military Service 


STANDARD FORMS INITIATED BY TREASURY DEPARTMENT 


16 Bond—Imprest Fund Cashier 
19 Bond of Indemnity—Advances 
126 Bond-—Issuance Schedule 
126A Bond—lIssuance Schedule 
201 Certificate of Deposit (not sbject to check) 
207 Certificate of Deposit for Checking Account 
208 Certificate of Deposit for Checking Account (Trust and Special Funds) 
209 Certificate of Deposit for Checking Account 
210 Signature Card for Certifying Officers 
220 Statement of Financial Condition 
221 Statement of Income and Expense (and changes in accumulated net 
income or deficit) 
222 Statement of Sources and Application of Funds 
223 Statement of Long-range Commitments or Contingencies 


STANDARD FORMS INITIATED BY BUREAU OF THE BUDGET TREASURY DEPARTMENT 


131 Apportionments Schedule (By Time Periods) 

131A Apportionment Schedule (By Activities—Projects, etc.) 
132 Reapportionment Schedule (By Time Periods) 

132A Reapportionment Schedule (By Activities—Projects, etc.) 
133 Report on Status of Appropriation Accounts 


141 Apportionment Schedule for Corporations and Enterprises 
142 {eapportionment Schedule for Corporations and Enterprises 
143 Report of Status of Appropriations for Corporations and Enterprises 


STANDARD FORMS INITIATED BY GOVERNMENT PRINTING OFFICE 
Printing and Binding Requisition 


1 
1A Binding Instructions 
1B List of Books to be Bound 


STANDARD FORMS INITIATED BY FEDERAL CIVIL DEFENSE ADMINISTRATION 
138 Civil Defense Identification Card 
139 Civil Defense Vehicle Marker 
Total, 2. 
STANDARD FORMS INITIATED BY DEPARTMENT OF LABOR 


8 Notice to Federal Employee About Unemployment Compensation 
99 Notice of Award of Contract 


STANDARD FORM INITIATED BY FEDERAL COMMUNICATIONS COMMISSION 


128 Radio Frequency Record 
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ADVISORY COUNCIL ON FEDERAL REPORTS 
SPONSOR'S REPORT 


A summary of current activities of the Advisory Council on Federal Reports to 
its sponsors: American Chamber of Commerce Executives, American Retail 
Federation, American Trade Association Executives, Chamber of Commerce 
of the United States, Controllers Institute of America, National Association 
of Manufacturers, National Industrial Council 


First Quarter 1956 
FOREWORD 


This is the first in a series of reports on the activities of the Advisory Counci 
on Federal Reports, its committees and temporary panels. The items are in 
summary form for quick reading. Further information on particular activities 
will be furnished on request. 

While reviewing these items, it should be borne in mind that the purposes of 
the council are— 

To reduce the burden of paperwork resulting from Federal surveys and 
recordkeeping requirements; 

To simplify and improve Federal reporting programs; 

To assist the Bureau of the Budget in developing essential Federal sta- 
tistics by making known to the Bureau the views of industry; 

To serve as a two-way channel for communication between Government 
and industry on problems relating to questionnaires and reporting forms, 
statistics, and related matters. 


AIR TRANSPORTATION 
Committee. 

Meeting: March 27, 1956. 

Minutes: On file. 


The Committee on Air Transportation is reviewing undisposed targets of the 
Hoover Commission, some substantial in their importance to the industry, 
particularly the record retention requirements of the Civil Aeronautics Board. 

A direct result of committee’s first meeting was an interindustry panel ap- 


pointed to study forms and clearance procedures of the Immigration and Naturali- 
zation Service and the Department of State. 


BANKING 
Committee. 

Meeting: May 15, 1956. 

Minutes: Due. 


The council’s committee held its second meeting "May 15 compiling a list of 
criticisms concerning approximately 10 forms of Federal bank supervisory agencies. 
The committee plans to meet again in June to discuss these criticisms with repre- 
sentatives of the Bureau of the Budget and the banking agencies in an effort to 

ain the adoption of savings in paperwork and improvements in the function of 
nformational reports filed by the banking institutions. 


BRASS AND COPPER WIRE MILL REPORTS 


Consultation by mail. 


The Bureau of the Budget has informed the council that, with the assistance 
of industry advice, seven product forms have been combined effecting substantia 
economies and the easing of paperwork handling by respondent companies. The 
Bureau further states that a separate report on unfilled orders will be dropped. 
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An essential part of this information will be added to the data to be supplied in 

3 the consolidated form since companies representing 80 to 89 percent of the output 

3 of the industry already report such data. "This economy in the use of forms will 
benefit 100 percent of the reporting companies. 

1 A section of the consolidation report on warehouse information was deleted. 

a Consideration is being given to the possibility of collecting this data through trade 
amen services similar to statistical programs in operation for steel and 

uminum. 


CHEMICALS MANUFACTURING 

Committee. 
Meeting: April 11, 1956. 
Minutes: On file. 

The council’s committee on chemicals is engaged in three functions: 

1. Disposal of outstanding Hoover Commission paperwork targets by industry- 
opinion canvasses on each. 
i 2. Service as an industry clearance mechanism for manufacturing capacity 
: surveys, five of which have been processed by the committee. Changes have been 
made in each survey as a result of this advice. These surveys covered the fol- 
lowing defense supporting items: shellac, methyl alcohol, formaldehyde, synthetic 
manganese dioxide, and ammonium chloride. 

3. Establishment of two subcommittees: 

(a) Synthetic organic chemicals to reexamine the Tariff Commission’s 
annual report. It has been 6 years since the last thorough industry review 
was conducted by the council. 

(b) Inorganic chemicals series. 


Se PEER 


COPPER WIRE MILL CAPACITY 
Panel. 

Meeting: February 21, 1956. 

Minutes: On file. 


An industry panel reviewed the survey techniques for measuring the capacity 
of copper-wire mills in the interest of defense planning, making a number of 
recommendations for improvements. Important among these are clarification of 
instructions and the development of a list of products which would be the basis 
of the survey. At present, a pretest of the reporting form is underway in a few 
establishments to determine whether this product-mix, and related instructions, 
are workable. 


RET eT ERIE CIS 


EXPORT STATISTICS 


The council at the request of the Bureau of the Budget canvassed 150 business- 
men in key locations on the desirability of certain alternatives for curtailing the 
export statistics of the United States Government from 2,800 items to approxi- 
mately 1,500 items, and whether the savings would be worth the loss in export 
data used by firms engaged in foreign trade. Within a month over 100 pages of 
industry advice were submitted by the council to the Bureau of the Budget. 
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FISHERIES STATISTICS AND REPORTS 


Committee. 
Meeting: April 13, 1956. 
Minutes: Due. 


» The council’s committee on fisheries statistics and reports was organized 
primarily to meet the needs of the Budget Bureau for advice on improvements 
which might be made in Government series on fish catching, canning, freezing, 
marketing, and other aspects of this industry. Paperwork simplification likewise 
is a responsibility of this committee. 

At present, the committee is considering warehouse and dealer reports to the 
Fish and Wildlife Service and has recommended that the Fish and Wildlife Service 
review various published statistics for opportunities to improve these data. 


fiumiGRATIONFAND NATURALIZATION, SERVICE FORMS 


b? The council has appointed a panel to review seven forms. This panel will 
meet on May 23 and will be composed of representatives of air- and water-trans- 
rtation companies. A description of the problem and the forms involved have 
een distributed to the members of the panel for advance study. Some critical 
briefs have already arrived at the council’s office. 
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E INDUBTRIAL SECURITY 
Panel. 
Canvass by mail, 

Although earlier reports of the council have indicated the magnitude of achieve- 
ments as a result of industry-Budget Bureau consolidation (1 company estimated 
savings at $75,000), further simplifications have been made in this program as a 
result of a canvass of the members of the council’s panel on industrial security. 


INDUSTRY REPORTS AND RECORDS ON PROPERTY AND EQUIPMENT OWNED RY THE 
AIR FORCE 

Committee. 

Meeting: April 26, 1956. 

Minutes: On file. 


The council’s committee on Air Force facilities held another meeting in Dayton, 
Ohio, on April 26 in an effort to gain further ground toward opportunity for 
economy generally agreed to exist in the paperwork necessitated by contractor 
accountability for Government-owned property in his possession. This Dayton 
meeting, third within 18.months, achieved agreement by Air Force and industry 
representatives to push ahead on the overall Air Force study to condense the 
volume of reports and records now in existence. It also achieved agreement by 
the Air Force to reconsider its position on the listing of dollar limits below which 
reports would not be required. The cost of these particular reports, according 
to industry, is out of proportion to the value of the property involved. 

The committee, which at first had hoped to complete its task within a year, 
appreciates that the extended time being consumed is the result in large part of 
the complexity of Federal laws and regulations requiring accountability of Gov- 
ernment property in the hands of private industry. 


MACHINE TOOLS 
Committee. 
Meeting: December 9, 1955, recent consultation by mail. 
Minutes: On file. 

The council’s committee is completing a review of Hoover Commission paper- 
work targets in the machine tool industry. It has selected two forms for elimina- 
tion or curtailment and is canvassing the industry before submitting firm recom- 
mendations to the Bureau of the Budget. However, it has also looked into the 
effectiveness of certain reporting programs and has made suggestions which would 
improve the performance of these reports, 


MEAT DISTRIBUTION 
Committee. 
Meeting: November 12, 1955. 
Minutes: On file. 

The chairman of the committee on meat packing brought together in Chicago 
members of the committee to review with the Bureau of the Budget and the 
Department of Agriculture a proposed survey of wholesale meat distribution in 
the San Francisco Bay area. Suggestions made by industry members were 
adopted by the Bureau of the Budget and the Department of Agriculture greatly 
reducing the burden on establishments covered by the survey. At the same 
time, industry advice resulted in collection of better information by the Depart- 
ment of Agriculture through reporting improvements. 

The principal reason for a thorough review was that this project was a pilot 
study forming the basis for a later survey of wholesale meat distribution on a 
national scale. 


MILITARY CONTRACTOR’S COST AND PRICE ANALYSIS REPORT 


The Bureau of the Budget has asked the council to gather industry comments 
in regard to a new form designed to furnish procurement officials with price and 
cost analysis information. A joint meeting has been scheduled to permit industry 
and Government representatives to discuss such changes as industry may propose. 
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MOTORBUS TRANSPORTATION 


'Committee. 


Meetings: February 10, and April 18, 1956. 
Minutes: On file. 


There were no motorbus industry paperwork targets listed in the Hoover Com- 
mission task foree report. However, the council's committee, which was organ- 
ized to assist the Budget Bureau in paperwork management and also statistical 
improvement in this field, decided to take the initiative to determine what parts 
of the annual report form A of the Interstate Commerce Commission might be 
eliminated or simplified. This particular report probably is the bus industry’s 
foremost filing task to Federal agencies in point of importance and burden. 

The second meeting of the committee achieved agreement as to items in form A 
to be discussed with the Bureau of the Budget and the Interstate Commerce 
Commission having in mind either elimination, or simplification and improvement. 


PRECISION OPTICAL INSTRUMENTS 
Panel. 
Meetings: March 28 and April 10, 1956. 
Minutes: On file. 


As an example of benefits to small business, the Council recently convened two 
advisory panels to consult with the Bureau of the Budget on a survey of manu- 
facturing capacity and labor skills in the precision optical instruments industry. 
One meeting produced a greatly simplified form reducing by one-third or one-half 
the burden of filing. The other meeting, on occupational classifications and defini- 
tions resulted in the replacement of proposed definitions by a set of definitions 
designed by industry to accurately describe the dominant skills highly essential 
to the production of such high quality precision instruments. 


PROMPT INDUSTRIAL SCRAP GENERATION (STEEL, COPPER AND ALUMINUM) 


Panel. 
Meeting: February 16, 1956. 
Munutes: On file. 

Defense and business service agencies of the Government submitted a survey 
for the collection of a considerable amount of information with regard to the 
amount of fresh metal scrap generated by type of scrap, type of industry, etc. 
An advisory pane] meeting was held on February 16 as a result of which a complete 
revision of the survey plans is under way. At the time of the advisory meeting, 
it was generally agreed by Government and business officials that the original 
proposal was too burdensome and that in any further plans a reduction of about 
50 percent should be made. 

The significance of this saving, if the survey should be issued at all, may be 
judged from the fact that, although the canvass would be on a sample basis, it 
would apply to all metalworking establishments. 


PUBLIC UTILITIES—ELECTRIC AND GAS 
Committee. 
Meeting: June 11, 1956. 

Annual report form No. 1 of the Fede-al Power Commission which at presen 
largely conforms to the annual reports required by the various State commissions, 
is, nevertheless, in need of further simplification in the opinion of the couneil’s 
committee on public utilities. As it would be of little advantage to eliminate 
parts of the Federal form without maintaining uniformity with these State 
requirements, the committee will meet on June 11 in Chicago with the committee 
on statistics and accounts of the National Association of Railroad and Utility 
Commissioners to work out further simplifications in both Federal and State 
requirements while preserving maximum uniformity, through the elimination of 
schedules, or parts of schedules in oth State and Federal forms. 

Major saving in paperwork are among the incentives to this objective. 
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RADIO AND TELEVISION RROADCASTING 


Committee. 
Meeting: May 15, 1956. 
Minutes: Due. 

The council’s committee has appointed a subcommittee to make an intensive 
study of the radio-television renewal application form of the Federal Communica- 
tions Commission. A major question before the committee and Government 
officials in the Bureau of the Budget and the Federal Communications Commission 
is. whether a separate renewal application should be develo for radio stations. 
In this connection, a question of policy confronts the FCC in addition to the 

uestion of relative advantage in the form of paperwork savings and filing costs. 
joint meeting of industry and Government representatives is set for July. 
he council’s committee on radio and television broadcasting has enjoyed a 
10-year career of highly productive work and has achieved, in the opinion of 
broadcasting industry officials, many important savings on the paperwork front. 


RAILROADS 
Committee. 
Consultation by mail. 

The committee has engaged in a canvass of the railroad industry on outstanding 
targets cited in the Hoover Commission task force report, particularly those 
emanating from the Interstate Commerce Commission. The committee’s report 
is expected soon. 

RECORDS RETENTION 
Committee. 
Meeting: March 20, 1956. 
Minutes: On file. 


A select committee is working toward its first major achievement by a study of 
records retention requirements emanating from Federal agencies. This committee 
is designing a plan, which if adopted by the Bureau of the Budget and other 
Federal agencies, would employ a system of uniform limits on all future Govern- 
ment requirements involving the keeping of business records by subject firms, 
Estimates of potential savings are in the magnitude of $25 million in warehouse 
space, filing equipment, and clerical time avoided. 


SHIPPING DOCUMENTS OF THE DEPARTMENT OF DEFENSE (FORM DD 250) 


Panel. 
Consultation by mail. 


The council panel was instrumental in bringing about formulation of policy by 
the Office of the Secretary of Defense in regard to a workable documents system 
for pricing military inventories which could be imposed on defense contractors 
with a minimum of burden. 

Clearance of the revised form DD 250 has been deferred pending receipt of the 
Defense Department’s policy statement. 

Revised form DD 250, when released, will be a consolidation, with substantial 
improvements over earlier nonstandard reports filing covering pricing, inventories, 
inspections, etc. 


SUBCONTRACTING TO SMALL RUSINESS 


This proposed survey represents one of the most important advisory review 
problems to come before the council. Six years ago, a similar proposal was 
carefully studied and was disapproved by the Bureau of the Budget on advice 
from the council based on the enormous amount of paperwork and clerical time 
which would be caused if the project went forward as submitted. 

The purpose of the survey would have been to develop information on the 
amount of Federal expenditures for military procurement reaching small busi- 
ness. Since few small-business firms are prime contractors on military contracts, 
it was planned to proceed through prime contractors to several tiers of subcon- 
tracting, measuring the dollar amounts at each. 

Within the last week, a greatly simplified version of the original plan was 
submitted to the Bureau of the Budget by the Department of Defense. Further 
improvements were "— by the industry panel and adopted, the principal 
&chievement being to clarify the obligation of the prime contractor to determine 
whether or not a particular subcontractor is or is not a small business. The prime 
may accept the representation that it is a small business. The form is also con- 
siderably simplified by calling for payments rather than commitments. 


— — —— — 


| 















nave 





—— 


I. oh ouo cos EN MG 


PAPERWORK MANAGEMENT AND PRINTING FACILITIES 111 


The significance of simplifying this project will be appreciated from the fact 
that one company, & holder of many prime contracts, purchases from 29,000 
suppliers and first-tier subcontractors. 


WATER TRANSPORTATION 


The council will shortly convene a new committee on water transportation. 
Its first assignment will be to review vessel utilization and performance reports, 
copies of which have been distributed to the members for advance study. It is 
believed that these paperwork procedures offer opportunity for important 
economies and improvements. 
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UNITED STATES GOVERNMENT STANDARD ACCOUNTING FORMS 
PRESCRIBED BY THE COMPTROLLER GENERAL 
















































Standard Form No. Titleand Description 

1012 Revised_____- Travel Voucher (original). 

1012a Revised..... Travel Voucher (memorandum). 

1012b Revised.... Travel Voucher— Continuation Sheet. 

1012c Revised... Travel Voucher—(memorandum). 

1013a Revised..... Payroll for Personal Services Annual Salary Basis (Con- 
tinuation Sheet) (original). 

1013c Revised...... Payroll for Personal Services Annual Salary Basis (Con- 
tinuation Sheet) (memorandum). 

1014 Revised...... General Ledger (ruled). 

1014A Revised.... General Ledger (unruled no proof column). 

1014C Revised.... General Ledger (unruled, proof column). 

J—— Disbursing Office Ledger (ruled). 

1015 Revised...... Allotment Ledger (ruled). 

1015A Revised....  Allotment Ledger (unruled, no proof column). | 

1015B Revised....  Allotment Ledger (Copy) (unruled, no proof column). | 

1015C Revised....  Allotment Ledger (unruled, proof column). i 

1016 Revised. ..... Distribution Ledger (ruled, columnar plan). | 

1016A Revised.... Distribution Ledger (unruled, unit plan). i 

1016B Revised__.. Distribution Ledger (unruled, columnar plan). f 

1017C Revised.... Register of Allotment Ledger Transactions. | 

1017E Revised.... Register of Obligations Ineurred (unruled). l 

1017F Revised.... Distribution Register (unruled) (Used with S. F. 1016A- I 
Revised). | 

1017G Revised.... Journal Voucher. 

1019 Revised. ...... Account Current (original). 

1019a Revised..... Account Current (memorandum). 

KENN Louis ea duis Voucher Distribution Card (original, white; copy, salmon). 

PEE I ase caida Schedule of Disbursements (unruled, accounting machine 
form double). 

1034 Revised........ Public Voucher for Purchses and Services Other Than 
Personal (original) 

1034a Revised..... Publie Voucher for Purchases and Services Other Than 
Personal (memorandum). 

1035 Revised...... Publie Voucher for Purchases and Services Other Than 
Personal—Continuation Sheet (original). 

1035a Revised..... Public Voucher for Purchases and Services Other Than 
Personal—Continuation Sheet (memorandum). 

1036 Revised...... Statement and Certificate of Award. 

1038 Revised...... Application and Account for Advance of Funds. 

MEME ak orc c acu Schedule of ........ . (double, unruled). 

MEME S RE Publie Voucher for Refunds (original, letter form). 

NNNM S oat aai d Public Voucher for Refunds (memorandum, letter form). 

MEME dE Publie Voucher for Refunds (original, tabular form). 

MEM s dais Public Voucher for Refunds (memorandum, tabular form). 

1055 Revised. ..... Claim Against the United States for Amounts Due in the 
Case of a Deceased Creditor. 

EN ou Schedule of Disbursements. 

1069 Revised___.__ Voucher for Allowances at Foreign Posts of Duty (original). 

1069a Revised..... Voucher for Allowances at Foreign Posts of Duty (memo- 
randum). 

1072a Revised..... Payroll for Personal Services Various Salary Bases (Con- 
tinuation Sheet) (original). 

1072c Revised... Payroll for Personal Services Various Salary Bases (Con- 





tinuation Sheet) (memorandum). 
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Standard Form No. 


1074a Revised 


1074c Revised 


1074d Revised.... 


1074e Revised... 


1076. . 


1080 Revised. .... 


1080a Revised. . 


1080b Revised. ... 


1080c Revised..... 


1081 Revised. ..... 


INN... ul. 


RS 
1093... 


1094 Revised. .... 
1094a Revised... 


1094b...... 
1094c... 


1096 


1097 Revised...... 


1097a Revised 


1098 Revised. ..... 
1100 Revised 


1100a 


MN Leo 
11038... 


BEDAE. 765 
H08...... 
MOS... 
HIE sn 
A) 
Rea oan 


1109... 


HN ios 
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Title and Description 

Payroll for Personal Serviees— Miscellaneous (Employees 
on Per Hour, Day, Week, Month, or Piecework Basis) 
(Continuation Sheet) (original). 

Payroll for Personal Services— Miscellaneous (Employees 
on Per Hour, Day, Week, Month, or Piecework Basis) 
(Continuation Sheet) (memorandum). 

Payroll for Personal Serviees— Miscellaneous (Employees 
on Per Hour, Dav, Week, Month, or Piecework Basis) 
(Continuation Sheet) (short form-original). 

Payroll for Personal Services— Miscellaneous (Employees 
on Per Hour, Day, Week, Month, or Piecework Basis) 
(Continuation Sheet) (short form-memorandum). 

Pay Receipt for Cash Payment-—Not Transferable. 

Special Per Diem, etc., Payment (Not Transferable). 

Voucher for Transfers Between Appropriations and/or 
Funds (original, disbursement voucher). 

Voucher for Transfers Between Appropriations and/or 
Funds (memorandum, disbursement voucher). 

Voucher for Transfers Between Appropriations and/or 
Funds (collection voucher). 

Voucher for Transfers Between Appropriations and/or 
Funds (memorandum collection voucher). 

Voucher and Schedule of Withdrawals and Credits. 

Telephone Service Statement. 

Summary Telephone Service Statement. 

Schedule of Deductions From Payments to Contractor. 

United States Government Tax Exemption Certificate. 

United States (book cover). 

United States (tabulation sheet). 

United States Government Tax Exemption Identification 
Card. 

Schedule of Voucher Deductions. 

Voucher and Schedule to Effect 
(original). 

Voucher and Schedule to Effect 
(memorandum). 

Schedule of Canceled Checks. 

Notice of Exception and Reply to Exception. 

Notice of Exception and Reply to Exception (Copy, for 
administrative use). 

Miscellaneous Obligation Record. 

United States Government Bill of Lading—Original. 

United States Government Bill of Lading— Memorandum 
Copy. 

United States Government Bill of Lading—Shipping Order. 

United States Government Freight Waybill—Original. 

United States Government Freight Waybill—Carrier’s 
Copy. 

Temporary Receipt in Lieu of United States Government 
Bill of Lading 

Certificate in Lieu of Lost United States Government Bill 
of Lading——Original. 

Certificate in Lieu of Lost United States Government Bill 
of Lading— Memorandum. 

United States Government Bill of Lading—Original— 
Continuation Sheet. 

United States Government Bill of Lading— Memorandum— 
Continuation Sheet. 

United States Government Bill 
Order—Continuation Sheet. 

United States Government Freight 
Continuation Sheet. 

United States Government 
Copy—Continuation Sheet. 

Publie Voucher for Transportation Charges (original). 

Public Voucher for Transportation Charges (memorandum). 

Bill for Collection. 


Correction of Errors 


Correction of Errors 





of Lading—Shipping 
Waybill—Original— 


Freight Waybill—Carrier's 
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Standard Form No. Title and Description 


ial Receipt. 
Collection Voucher (For General Accounting Office). 
Collection Voucher (Copy) (For Administrative Office). 
Register of Bills Issued. 
Carrier's Claim Record. 
Transportation Request Accountability Record. 
Bill of Lading Accountability Record. 
1125 Revised Payroll Control Register. 
1125A Revised.... Payroll Control Register. 
1126 Revised Payroll Change Slip—Payroll Copy. 
1)26a Revised Payroll Change Slip—Employee’s Copy. 
1126b Revised.... Payroll Change Slip—Disbursing Officer's Copy. 
1126c Revised Payroll Change Slip—Administrative Copy. 
1126d Revised.... Payroll Change Slip—Personnel Copy. 
1127 Revised Individual Pay Card. 
1128 Revised Payroll for Personal Services—Payroll Certification and 
ummary (original). 
Payroll for Personal Services—Payroll Certification and 
ummary (memorandum). 
Reimbursement Voucher (original). 
Reimbursement Voucher (memorandum). 
Time and Attendance Report. 
United States Government Transit Bill of Lading (original). 
United States Government Transit Bill of Lading—Memo- 
randum Copy. 
— States Government Transit Bill of Lading—Shipping 
rder. 
United States Government Transit Freight Waybill— 
Original. 
United States Government Transit Freight Waybill— 
Carrier’s Copy. 
Time and Attendance Report (short form). 
Time and Attendance Report (long form). 
Leave Record. 
Advertising Order (original). 
1143a Revised__... Advertising Order (memorandum). 
1144 Revised jw npe for Advertising (original) (Reverse of 
S. F. 1143). 
Publie Voucher for Advertising (memorandum) (Reverse of 
S. F. 11432). 
Voucher for Payment Under Federal Tort Claims Act 
(original). 
Voucher for Payment Under Federal Tort Claims Act 
(memorandum). 
Public Voucher for Purchases and Services Other Than 
Personal (For Use in Foreign Countries Only) (original). 
Public Voucher for Purchases and Services Other Than 
Personal (For Use in Foreign Countries Only) (memo- 
randum). 
Request for Issuance of Replacement Check Due to Error 
in Name and/or Designation of Payee 
by m of Depositary Account and Report of Checks 
rawn 
1150 Revised Record of Leave Data Transferred. 
1151 Revised Nonexpenditure Transfer Authorization. 
152 Designation of Beneficiary, Unpaid Compensation of De- 
ceased Civilian Employee. 
1153 Revised Claim of Designated Beneficiary and/or Surviving Spouse 
for Unpaid Compensation of Deceased Civilian E 
1154 Revised Public Voucher for Unpaid Compensation Due a Deceased 
Civilian employee (original). 
Public Voucher for Unpaid Compensation Due a Deceased 
Civilian Employee (memorandum). 
Claim for Unpaid Compensation of Deceased Civilian 
Employee (No Designated Beneficiary or Surviving 
Spouse). 
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Standard Form No. Title and Description 

Public Voucher for Fees and Mileage of Witnesses (original). 

Public Voucher for Fees and Mileage of Witnesses (memo- 
randum). 

Claim for Fees and Mileage of Witness (original). 

Claim for Fees and Mileage of Witness (memorandum). 

Grant and/or Schedule of Foreign Allowances for Temporary 
Lodging, quarte, Post, Transfer, and Separation. 

Public Voucher for Payments to Participants in Cultural- 
Cooperation Programs (original). 

Public Voucher for Payments to Participants in Cultural- 
Cooperation Programs (memorandum copy). 

Public Voucher for Payments to Participants in Cultural- 
Cooperation Program (Continuation Sheet) (original). 

Public Voucher for Payments to Participants in Cultural- 
Cooperation Programs (Continuation Sheet) (memoran- 
dum copy). 

Register of Changes in Payments to Participants in Cul- 
tural-Cooperation Programs. 

Claim for Reimbursement for Expenditures on Official 
Business. 

Receipt for Cash—Subvoucher (With Stub, Interim Receipt 
for Cash). 

Voucher and Schedule of Payments (original). 

Voucher and Schedule of Payments (memorandum). 

Voucher and Schedule of Payments (Continuation Sheet) 
(original). 

Voucher and Schedule of Payments (Continuation Sheet) 
(memorandum). 

Request for Issuance of United States Savings Bonds 
(original). 

Request for Issuance of United States Savings Bonds 
(memorandum). 

1168b Revised. ... Request for Issuance of United States Savings Bonds 
(memorandum). 

1168c Revised Request for Issuance of United States Savings Bonds 
(memorandum). 

The United States of America Transportation Request— 
Original. 

Memorandum Card Copy. 

Duplieate (snapout assembly only). 

Triplicate (snapout assembly only). 

Redemption of Unused Tickets. 

Public Voucher for Transportation of Passengers—Original. 

Public Voucher for Transportation of Passengers— Memo- 
randum Copy. 

Certificate in lieu of Lost United States of America Trans- 
portation Request. 

Report of Change in Passenger Transportation Service. 

Claim of Designated Beneficiary for Unpaid Pay and 
Allowances of Deceased Member of the Uniformed 
Services. 

Claim for Unpaid Pay and Allowances of Deceased Member 
of the Uniformed Services (No Designated Beneficiary). 
Public Voucher for Unpaid Pay and Allowances Due a 

Deceased Member of the Uniformed Services. 

Public Voucher for Unpaid Pay and Allowances Due a 
Deceased Member of the Uniformed Services (memo- 
randum). 

Addressograph Plate Notice—Savings Bonds. 

Statement of Accountability (Account Current) (original). 

Statement of Accountability (Account Current) (memo- 
randum). 

Statement of Transactions According to Appropriations, 
Funds, and Receipt Accounts (In support of Statement of 
Accountability) (original). 


UNIVERSI Y OF NHCTINGAN LIBRARIES 





‘116 ‘PAPERWORK MANAGEMENT AND PRINTING FACILITIES 


Standard Form No. Title and Description 

Statement of Transactions According to Appropriations, 
Funds, and Receipt Accounts (In support of Statement of 
Accountability), (memorandum). 

Application for Death Benefits. 

Application for Retirement. 

Application for Refund of Retirement Deductions. 

Application for Service Credit. 

Election to Make Voluntary Contributions. 

Request for Recovery of Debt Due the United States. 

Individual Retirement Record. 

Notice of Correction of Individual Retirement Record. 

Register of Sgparations and Transfers. 

Register of Adjustments. 

Annual Summary of Retirement Fund Transaetions. 

Designation of Beneficiary. 
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